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FOREWORD 



The guideiines outlined herein are 
intended to assist both with the general 
preparation of personnel matters and the • 
necessary documents for placing appointees 
on the official payroll o£ the Uiiiversity, 
Supplementary information concerning fac- 
ulty and staff service* mdy be found in the 
By-Laws and Statutes of the Board of Trus - 
tees > (July, 1972) . ; • . ' 



If these procedtires change and as new 
policies develop, materials will be sub- 
stituted for insertion! 
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. - ASSIGNMENT. OF AUTHORITY AND RESPONSIBILITY 
' - ' FOR UNIT OPERATING, BUDGET'S 

TO FISCAL OFFICERS WHO REPORT, TO THE VICE/ PRESIDENT § PROVOST 



In ordLer to delegate more responsibilit\>j*<fl^d*. authority to 
^he. Deans and Directors, thp fpllowing iji beftng presented.: 



I) 



2) 



3) 



4) 



5) 



6) 



Each fiscal ©fficer will'have 
money against/ which he can'mak 
ing to line a/llocatioui, and sUI 
get and enrollThent review cons 
base wii;i^ be established ann, 
the recurring base will rema 
during any gi-veri . f isc<al perio 
program budget, state. appropr 
pattern criteria.. 



base of recurriirg 
commitments j^accord- 
ject to program bud- 
derations. . A. recurring 
ly.' Five percent of 
potentially recoverable 
and will-be tied'^o 
ations .and. enxollment 



With" this base, the /iscal o 
establish commitments, inclu 
feudget .lines and salary leve 
published salary pplicies)^ 



, to keep^ 5% in 
^. eventualities 
readj ustraents , 



£l.exible monies 
as enrollment 
. as noted in if! 



icer will be, free to 
ling personal services 
(s (consistent with 
lut will be required 

to provide for such 
4ec*reases or program 



Once funds are allocated, thd a\ithority and account- 
ability^ for iiKeir ys^e will rest with the individual 
fiscal officer. The Office olf the Vice President § 
Provost will servd as .a- revi(ew and etl^aluation agency 
rather than a lin*e-by- line or! item-by- item approval 
agency. * 



All paperwork for implementation pf allocated bud- 
get (including perrsojialf' serv?.ces) will be generated 
by the. fiscal officer aTrd~Teviewed by the Vice /I^resi-' 
dent (SN^jfljovost oxTly for, conformity with statutes and 
University policies "and procedures. 



The fiscal offi<§fer will have the aut^lOTity and r 
sibility for judiicious disti^ibutAon of his avail 
dbllars across the' efitire fiscal period. 

Budget reappraisal will include a review of all 
cated dollars by line item and will be conducted 
University .conditions demand. — ' 



espon- 
able 



alio- 
as 
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All salary increases such as individual negotia- 
tions not provided for at the regular salary in- 
creases time o£ July 1 with dollars spBcifically 
earmarked for salary increases from"^ the Office 
of th'e Vice President § Provost will have to be 
provided within the fuiids available, tb and under 
the control of the fiscal unit. This will meanf 
that th^ funding of contingency appointments and 
Civil Service, reclassif icatibn. will have to be 
met within the existing unit budget. No reques^ts 
foT additional funds to provide for ^any contin-; 
geiicie^ are- to be transmitted to the Office of 
the Vice President § Provost, except as p.art of 
the activities undertaken at regular budget re- 
appraisal \inies . ' 
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SECTION B 



, • -Faqulty and Administrative Staff 
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ACADEMIC REQUIREMENTS FOR FACUETt^ APPOINTMENTS • 

A bacheldr'-s:- degree or equivalent is required 'for appoint-- 
ment to the faculty. An individual with a bachelor's degree 
or Its equivalent^ is classified as an Assistant in English, 
Assistant, in Speech, etc*. rat*her than Assistant Instructor. 

A master' s. degree „ or equivalent is required for appointment 
'to the rank of Instructor. 

A doctor '*s decree or equivalent is required for appbintment 
to the rank of Assistant Professor, AsiTbciate Professor, or Pro- 
fessor. • e ■ , 

Ecfuivalence to any academic degree may be est^afclisheS by 
pro'fessional, artistic, industrial, or commercial experience . 
giving '^presumptive eviden,ce of a high: level of competejrce whith ; 
will permit the effective discharge of the duties of the posi- 
sion to which the individual is appointed. Each unit. should 
prepare and have on file in the Office of the V-ice President 5 
Provost a statement which^ provides the rationale for equiva- 
lencies in its own are^. Requested equivalencies, will be re- 
viewed against these statements. ^ " 



ACADEMIC REQUIREMENTS FOR ADMINISTRATIVE STAFF APPOINTMENTS ' 

A bachelor's degree is normally required as the minimum 
qualification for appointment to the Administra^tive Staff*. 
All positions which do not have this basic i^equirement ^ or Its. 
demonstrated experiential equivalent of a 'direct ^ j6b-related 
nature^ are more appropriately classified. as Civil Service . 
Positions . This does not mean that .fiersons With^bachelor ' s 
degrees should not receive Civil Service appointments. 



APPOINTMENfS 



W^^-"' % ] ■Apppintments'to the faculty 'and |fcdjii4jiis^^ staff are 

:.;^^ mad!^y the Board of .Trustees^ upon the reconmrendation of the , 
^.\''l?xe^i,0m^-'°^f^''^s Universitjr. Reconiirtenditions for appointments 
■• ■ :#re',|:suh*|ect tp finalvappif(^ of Trustees.. 



|||rDepartmenit.^.^^ appropriate officers ^re 

p urggi to initiate, anointment pfapeils. or rexjoiiunendations for 
^^a^piintments as soon as ■necessary information is available, 
asspiirig, of <eourse, that there is prpper posiltion authoriza- 

topfiaice^high priority on the prompt review and transmittal 
vcifllall necessary documents in. order that monthly payroi 16 m^y 
b^rprepared With a mihimiunf of delay and confusion. ' Failure ' to^ 
submit documents ptomptly will result in appointees not beirii" 
paid on scheduTe" . ' Finally delinquent papers make iFTmpos- 
sible~Tor institutional records to reflect current appointments 
, ■ ' ' ' ' • ■ ^ ■ ■ ^ ■ ■ ' 

NOTE: The "cut-off" date for payroll is -the tejith 
day of the month • If appointment papers are 
not process,ed through to the Office of^^ the 
Vice President § Provost by the first of the 
^ month, the appointee will not appear on tK5t 

month's payroll, and the appqintmfent- will be - 
delayed in its being reported toMthe Board ' 
of Trustees for ratificatioh. ' , 



CI I N I CAL APPt) I NTMENTS 



The following ranks are approved for part-time faculty' 
in the School of Dental Medicine io provide 'for appointments 
ranging from 5% to 45%: [ 

Xlinicai Instructor 



Clinical Assistant Professor 
Clinical Associate Processor 
Clinical Professor ' 

All persons identified for such rank designation would 
be qualified ar^a tpractitioners and would be selected on .the 
basis of evaluation of: previous dental educational exper- 
ience; accfomplishments iri dentistry; length of practice; clin 
ical research activity; and publications. 

■* ■ ■ 

Normally salary bases would be established on* 80% of the 
full-time average salaries for regular ranked faculty. 



1 



CONDITIONAL -APPOINTMENTS./ . 

■ ■ ■ ■ " •■ (. - ■ . 

A conditional appointment- in this contjgxt refers to a rec- 
ommended change iu rank and/or monthly sailary^ uf^on the completion 
of a degree. It is desir^ble'to make the initial appointment at 
the rank and salary which is appropriate at the time . of initial 
appointment. Wowever, if an alternate salary and/or rank would 
be appropriate at the time' of the completion of a higher degree, 
this should be made as part of the initial contract. 

For conditional appointment, the following statement should 
appear on the appointment forms: ' ^ 

"At such t4.me as the . requirements have been com- 
pleted, rank is to be changed to ^ ^ on continuing 

appointment with ia salary increment of $ the first 

of the m<5hth following jrjBceipt of official notification 
in the Office of the Vice-President § Provost that the 
\ degree requirements have been completed. Until such time 
as the degree requirements have been completed, rank will 
be Instructor ( or Lecturer) pn t*rm basis with the salary / 

of $_ subject to change determined by annual salary 

increase recommendation effective oh July 1 of each fiscal 
. year." 

In order to make effective the conditions' of '^n appointnienr, the 
individual must request that his -graduate dean or registrar sx^- 
mit an official statement certifying that all requirement? 
the degree have been completed. (It is npt necessary for/ the 
degree to have been conferred.) This statement must reach the. 
Office of the Vice President § Provost before any change/ in rank 
and/or salary can be effected.^ r 

NOTE:* Graduates of S. I .U . , should ask the Office of the Registrar 
to send a copy of their final transcript to their dean or 
director to" be processe^^ through regular administrative 
chann^rls^, rather than ask the Graduate School to send a 
letter verifying the completion of the degree. 

■ ■ ■ Jt 

Normally conditional appointments should not be, written for 
"^o re than one academic year contrlact period. If the need for, a 
second writing of a conditional appointment is felt to be neces- 
sary, prior authorization from the* Office of the Vice President 
§ Provost must be obtained. In any event, the additional dollar 
amount which a contingency might commit the University to fflust 
be provided for within the resources of the employing unit . 
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CONDI TIOTTS " OF 'APPOINTMENT 



teLs Sf ?h-.?r Jinn- r^^' ''" P^i*^ accordance with the' 
• ^?I?f w^n appointments. Memb^ers of the administrative 

basis wni i! Woii«ited on a fiscal year or twelve^months • 
• nnfiL tre paid m accordance, with' the terms of their ap- 
pointments. No salary will be paid in advance of work peV- 



s?Sf m^mK^i fc"^ ^^""^'l^ tenured and p^rt- time continuing * 
l\l\L TJl^ required to participate in the State Univer- 
sities Retirement System effective on the beginning date of 
• his employment. A temporary staff member, (other th?n a stu- 

dent J , who .IS employed . on a teihp^ary basis at one-half time . 
or more m a position in ^hich services are expected to be 
rendered on a continuous basis for at least one school year " 
IS- required to^become a member after one year of 'such employ- " 
_ ment and may elect to participate during the first year of 

employment. An individual who is age 58 or older at time of 
* entrance into the State Universities Retirement System ,^ill 
I ^ot qualify, for survivors insurance prq#%Gtion unless he has 

W survivor msura^e credits in one oi tTe other State of IIU- 

nols retirement systems covered by the Reciprocity Law. 



3. Mfembers of the staff appointed oi? a twelve -months -^-year 
basis are entitled to, not more than four weeks of vacation ' 

' appointment, including any time ' 

ll T.- i ^^"^^5^ the^ Christmas, Spring, and othif scheduled 
vacation periods. They should" request vacation time on the 
usual absence forms. At l^ast five working months' must V 
elapse before any vacation time is .earned. ' y •■ 

4. Members of the staff are entitled to time off on those legal 
holidays listed m the catalog, unless such holidSys fall ' 
vaJatlon^time vacation periods, when they-are charged .as . 

5. The employment of a staff member is gove»ned(by tl^e laws of '. 
Illinois and. the Statutes of the Board of Trti^eep . which 
laws and Statutes are a part of this agreemeijtWif set • V 

^ri- Cbpies of the Statutes are available ) 

afif the Office of the. Board of Trustees. ' ■ < 

6. All members of the staff must at the time of their initial 
appointment deposit complete official transcripts of their 

. undergibad^ate and graduate credits, in the President's Office ' 

f fdr useWn determining classification, salary,- and promotion. 

10 
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, RECRUITING 

» ■ . 

' ^he Search ' 

, 1. Some sort-yo£ national advertising that emphasizes the 
conc-ept of the University and that we* are an equal 
. opportunity employer. * * . ' ^ 

_ . . • 
2. A sci;eening committee (ffesigned by t^e employing unit in 
accordance with their ^operating* papers . Hopefully the 




3.. The credentials should be narrowed down to a minimum of 
three (3) persons who would be interviewed as a result 
of paper indications that they would bb acceptable, 

4. These three (31 sj^pul^, 

• references chec^e^ pTfe^r to invitation to visit the 
campus. Wherj^vet >9S^liible, visits to the candidate's 
•^ome campus should b^^lbade, certainly, in the case* of 
full professor arid .admini3 trative appointments. 

The Interview , ^ 

1. The candidates should be on campus for at least one 
24 hpur period and that time should-be fully utilized 
for screening and questions in both directions. 

2. The candidate should be scheduled to meet all of his 
potential colleagues (to the greatest extent possible)/ 
his dean; and eithej the Vice President § Provost or 

the Assistant Vice President for Personnel Administration 
The following procedure is established in working with th 
Office of the Vice President § Provost in arranging inter 
views for candidates for faculty' positions : 




Professor and Associate Professor Ranks 



The Vice President § Pi'ovost will interview all candi- 
dates for positions at these Ipvels. In the absence of 
the Vice President § Provost, the Assistant Vice Presi- 
dent for Personnel Administration will conduct the inter^ 
view. ^ , ^ ^ . • 



RanRs Other Than Above 

Interviews are to be scheduled as ahj6ve if the Dean feels 
the interview is advisable, (i.e., a/^Lecturer is being em- 
ployed who may be reappointed at o^e of the» upper profes- 
sorial ranks) . 

Administrative Appointees 

The same procedure as for Processor an^^ssociate Professor 
will be followed. This also^^awlies . for any individual 
• who may have academic responsibilities in addition .to his 
administrative appointment/^ * > , 

It is essential that baclcground data for prospective fac- 
ulty and staff be made available to appropriate personnel 
well. in advance of Vhe scheduled interview . • • 

~ ^ ' • ' '\ ~" 

3. The candidate should have the opportunity and be encouraged- 
to "perform" before his potential colleagues and, whenever 
possible, ^students. A colloquium, a lecture, a demonstra- 
t^n, a recitar - whatever it is that. the University is 
considering hiring him to do oji a regular i)asis. 

4. A formalized review sheet of the interview should be 
designed and submitted by each person who has an opportun- 

, ity td interview the candidatie, 

5. The sfearch should continue until a satisfactory candidate ' 
is found. , Expedielic/ should play n£ j)art in the sel^- 
tion of a colleagiie. The position would be better vacant 
than filled incorrectly, particularly in the case of a 
senior faculty member. 

6. At the ^jie of the interview a clear statement should be 
made to the candidate regarding when ha would be notified 
of the results of^fhe interview and how that notification 
will be givfen. ^ 

r j w 

7. When a contract is extended, it will be done in accordance 
with established University procedures. 



/ 



8. There shoui(i be a time limit set for acceptance of con- 
tracts offered; suggestion - 20 days from the date of 

the contract. , . * 

« 

9. Along with the contract should go the preliminary orienta- 
tion materials contained in handbook form. 
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EQUAL E^^PLOYMENT OPPORTUNITY AFFIRMATIVE ACTION STATEMENT 



BE IT RESOLVED by the Board of Trustees of Southern Illinois^ 
Urfiversity to reaffijm its comijiitment to a, polic7 of no. discrimi*-' 
nation on the iasis of race, creed, ethnic origin, or sex and to 
direct all elements of the University to establish procedures to 
prevent such/ discrimination t^ithin the University community. In 
doing so, the Board recognizes that it is not enough to proclaim 
that we do not discriminate against minority groupsL. The Univer- 
sity must also strive actively to buil4 a University- community in 
which opportunity is equalized and use its facilities .and human 
resources to develop the skills an^d opportunities o£ the members 
of all groups so they may plaiv responsible and praductive roles in 
society* This policy is relevant to all aspects of the Univefsity 
including the choice of contractors and suppliers of goods- and 
services. - - „ 



Special attention is called to the 'item in Issue #62, April 15, 
1974 Academic Affairs Transactigrfs , entitled Guidelines fot Hiring 
and Employment Practices. /All Faculty and staff within Academic 
Affairs should be made aware -that thi»s statement represpiits exist- 
ing policy. * , ' ^ ^ 

• GUIDELINES FOR HIRING. AND EMPLOYMENT PRACTICES ^ - 

In order to be in compliance with the spirit of existing 
Board of Trustees policy related to Ai^f^irmative Action and to 
assure appropriate access to information^, regarding all job open- 
ings within the University, all fiscal officers will be expected 
to work jointly with th0 Office of the A-ssistaitt Vice President 
for Personnel Administratiori and the central University affirmative 
action officers in the identif icat,ion pf vacancies, the dissemina- 
tioij o4> information concerning vacancies, and the maintenance of 
record^ regarding hiring and employment practices. 

Uo academic or administrative staf f^position within Academic* 
Affairs is to be filled or vacant position refilled without follow- 
ing this process. 

\i Specific guidelines which relate to compliance with State and 
federal regulations as" well are available from either pf'the above- 
mentioned offices. It is the^ responsibility of e.«h individual 
administrator throughout Academic Affairs to apprise himself of 
such requirements'^nd to follow employment practices Khich are ' 
demonstrably consistent with those recfuirements . 

' ■ 19 



SdUTHERN ILLINOIS UNIVERSITY AT EDWARDSVIUE 
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(Tb be completed pri<i 
T(i tie/ Rank: , , 

Position (include jol!) 



RECRUITING HJSTORY 



Department of 



V 



r to recruitment) 
description): t 



/ 
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Term of Contract: 
Salary Range: ^ • 
Qualifications lieqt|iired: 



NOTE: This statement shcguld be included in all advertisements of ' 
of positions :\ "The University is an affirmative action and 
an -equal opportunity employer. Applicatiohs from women and 
minorities arey encouraged. " " . , 

Copies of advertisements should accbmpany the retuxn of completed form 

(To be completed following recruiting process) 

* < Sex Minority -^de * 



No. j6-^ Applicants 
N.o. pf Qualified Candidates 
No. of Interviews 
Successful Candidate 



F M 
F M" 
F M" 



1 
1" 
1' 
1" 



2 

"2" 
"2" 
"2' 



3 4 
■3"~4" 
"3"~~4: 
'3"~^4" 



5 

"5" 
"5" 
"5" 



9 

"9" 
"9' 
"9" 



*1 - Caucasian ,/ 

2 - Black . 

3 * Oriental 

4 - American Indian 
*^4a" Spanish Surname 

^ Other 
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STATEJ4ENT ON ^EXPENSES FOR CANDIDATES FOR FACULTY POSI'/lONS 

> ' ' . . " i 

' Tha "pmdent man" principle i^^hould be applied""to the genera-' 
tion of-lexpenses related to ii>terviewing candidates for open posi- 
tians. In this regard an apprppriate guideline to follow would 
be' a .suggested limitation of 20% of th-e anticipated monthly salary, 
c^-the candifjate. For example, should the anticipates monthly 
salary b^ $1,500, an appropriate suggested .maximum dollar amount J 
^0X)'fe exjpended for interviewing the candidate would be $300 (this, 
-ampiyit wou^d include round- trip transportation to Edwards viTle, 
housing and meail:; durilig the -s-^ay a^ Edwardsville as affected Dy 
*^tat^ 9of Illinois Travel Regulations) : ' • ' . 

^""^^ V Fof^^ftfrther clarification and instructions, refer to Official 
Travel Regulations , page 12, sectio^ 7,1. ^ . ^ 



PRIOR APPIROVAL FOR-SPECIAL CONDITIONS OF APPOINTMENT 



Prior appr.oval fbr acny C)f the following special cpnditions 
of Appointment must be secur^il frpm the Office of the Vice Presi 
dent § Provost be-fore appointment papers are forwarded to pro- 
spective st^ff appointees . . ; ' 



\ 



1. Monthly salaries' above or below the maximum or 
minimum salary, ranges (see page , ' ^ 

-2 . Fiscal y-ear appoint-mepts... All fisca-l appoint-, 
ments are written for the duration of theasslgn- 
, ment* When such assignment cqases, a persQn 
hplding continuing faculty ranK^is only assured 
, of employment ahd tenu,re . (where ' applicable) on 
an academic year, or nine-months ba^is. < 

3. Appointment to a rank higher than the one war- 
ranted by formal education background- For ^ 

^ example, approval is needed to^ appoint a persoji 
without the doctorate to».the rank of Assistant 
Professor. 

4. Salary substantially higher than prior salary 
elsewhere or substantial salary change for per- ^ 
sons who have. had pripr appointments on the 
Southern Illinois Univ^ersity staff. '\ 

* ' , 

5. Part-time appointment for a full-time employee 
^of another State agency. 



4^ 



/ Full-time employees of other Illinois agencies 

! will not be approved for appointment • by the Uni- 

! versity except on a "shared time" basis. A full- 

I . time employee qf another State institution cannot^ 
I be paid for personal services by the University 

J lA addition to full salary from the parent agency, 

except on a contractual basis, with prior apnroval 
; of the parent agency. ♦ 



. ; To initiate special requests, the appropriate administra- 
'tive officer will submit two copies of the appropriate form^to 
> *the Office of the Vice President § Provost. Ajjtion will be 
noted on oni^ copy of therform and returned to the appropriate 
administrative off'ice. 



6 ' 
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*mus 
ment. 



■ - . • • • 

Statfements( explaining exceptional conditions of. appointment 
t be included with the appointment or on ithe change pf 'assign- 



" Salary Differential 



When a salary differential, is a parjt: of, the administrative 

he appojLritmefi't or change of 
hie baseVsal-ary for the academic 



assignment, a statefhient On t 
assignment should indicate t 



rank as w^H 'as the administrative salary. 

4 . ■ 

J 

Call Staff and Part-Time Appointmsnts 



member becomes available for 
recommendation is subject to 



call staff and , part-time appijintments' should indicate the 
following as conditions :of a^ jp ointment : . ' 

This appointment carries faculty privileges appropriate 
for part-time appointment ejxcept that' time of service 
in it,.Kiaes not count toward perraarient tenure. 

In the event that student rejii&tration is insufficient 
to warrant offering this clajisv or 'if a full-time faculty 



this assignment, then this 
cancellation. 

/ 



No salary payment will be made if this tourse is cancelled 
prior to the first meeti;ng; however, if cancellation is ' 
effected after the first meefcing,' then a contract termina- 
tion payment of fifteen dollJars ($15>will be made f0T^e„ach 
fifty minute period or portiion thereof that the class meets 
prior toi» cancellation. 

Call staff appointments should^ not be made in any of the 
regular academic ranlcs. The prefix ^Visfiting" should be* 
placed before all rank and/br title designations. 
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REpUEST POR PRIOR APPROVAI, OF EXCEPTIONAL CONDITIONS OS' EMPLOYMENT 



SOUTHERN ILfLlNOIS UNIVERSITY 



Date 



MEMO TO: Vice President § Provost 



FJIOM: 



Approval is requested for the exception noted below-in the 
appointment of ^ to: 



Salary rate above or below 
approved range fo"r the tank. 
Fiscal ^year appointment. 
Salary rate substantially^ 
higher thart for previpus 
position elsewhere. ' 



Part-time appointment 
of full-time employee 
of another state agency 
Equivalency for proposed 
academic rank. ' 
Other. " 



Justification for Exception: (write on back if additional space needed) 



RANK 



MONTHLY SALARY 



FISCAL UNIT 

TERM. , CONTINUING 



Approved 
Disapproved 
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Vice President § Provost 



• TENURE ACCRUING^4-^N0N- TENURE ACCRUING RANKS * • 

. f -Hv:- ^ • ■ / ■ . . • 

- r- Only full -time academic appdintm.ent's of ait least nine^ months 
ia contract Length .and which are written against regular State ' . 
.apprppriate^d budget money may carry the. tenure .accruing designa- 
XXOT). of Professor, Associate Professor, Assistant Professor or * 
' Irts4:r4ctpr. ALL OTHER APPOINTMENTS MUST BE IDENTIFIED BY APPROVBD 
TITLE OR RANK DESIGNATIONS WHICH ARE CLEARLY NOT . TENURE ACCRUING 
JIIJlE OR RANK .DESIGNATIONS. - ' 

I In cases ^where the awarding- of recognition of an acadepiic 

f nk seefns appropriate and where no salary is to^ be paid, the pre- 
X "Adjunct" is to be added to the rank designation .of Professor, 
sdciate' Prof essor , A^sSistant' Professor, Instructor, or Lecturer* 
prefix "Adjunct!' shall indicate cledrl^y that budget obligations^ 
hr accrued time toward tenure are not dimensions of this type of 
appointment. All' "Adjunct" appointments shall be renewed annually 
as an indication* of tlieir- temporary nature. . ^ 

Aoademic positions for which academic rank is appxop^riate and 
whidh are contracted for less than 100% time and/or, less , than the 
basic nine -mori\:h, academic year normally shall par r^^ the designation 
"Visiting Lecturer" as an appropriate appointment designation. The 
contraqt for the appointment of "Visiting, Lecturer" on such assign- 
ment shall include also the*^ following^sentence : "This appointm^t 
carries faculty, privileges appropriate for part-time appointment 
except that time of servite in it does not count toward permanent 
tenure." . v 

Academic positions which are to be funded through sources other 
than appropriated State funds shall carry the prefix, "Visiting" and 
will also require annual renewal as indication o£ their temporary 
nature. The prqfix "Visiting" shall indicate clearly that the 
accrual of time toward tenure is not a dimohsion of this type of 
appointment. Tjie contract for appointment oi' this type shall 
include the following sentence: , "This app6iiitment carries ' facur^ 
privileges appropriate for regular faculty appointment except tluit 
time o[f service in it does riot cotmt toward jp^^ " 

All temporary Appointments should contjaiin the following sen- 
tence as a condition of the appointment :^ ^'Appointment to this 
position shall create no presumption of right to a subsequent 
term appointment or to permanent appointment."/ 
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• RESTRICTED ACCOUNT APPQIOTMENTS' ' - - , ^ 

„ . : ■ . •• " ■ . - ' * . . X 

. Apthorigation of Position-s ' ' • * 

appointmeti't can be made agains,t a restricted • " 
? ?wi: foj^j copieg. of th^ Anithot^ization.o^ Positions •- 6ra»ts 
adSiSisr5«f>S''M^J prepared-and. pressed through ■ the >tae ■ 
n?^ic K ^ as indicated in Rout.ing of AppoihtmMit " 

^^f"^? rEVerv appoin tment paper must havi a. nogf tioh tomhfe y 

v..^hieh^has bee^^^^^ AS?hSrl.a3 
K ^ " - Grant^^ ^ Contracts form. Appointmeftt p acers. 
without this authorization. '^Mr>nT^ ^(iSn-irg opp^j^^^^^^ -houlJ^ 
De written against restricted accountsvunless provision is made 
for later transfer to .slate appropi-iaUons 4 u maae . 

Routing of Appointment F^^r ms " ' o 

«^4«4^^E°^''*?c"V^°?l*^V'^ recomraendatio^'for appointm^n1^^ll^diild 
originate with the/is^l officer of the restricted accouft^S^^Ap"^ 
pointment forms^and other necessat-y documents 'are to be forwdrded 
^ the 0|fic9 of Vice President § Provost through the appro- ' 
priate administrative officer and the Dean of the Graduate "School, 
or his designated representatdve as required, and the Officd of 
Research § Projects Fiscal Management when appropriate. " 



NOTE; 



con- 
tra- 



For information Concerning documents required, special 

etc.y se0 "Faculty and- Adminisux«- 
tive Staff" section of ^is handbook, or "Graduate-Student- 
Employees", section, as appropriate.. r . /I 

. S^e p. 12a for further guidelines , which affect testi-tdSed;^^^^^^^ 
ac*€tsunt appointments. ' , ■^'^'^i^^^m 

Ife-^-'^- , ■" ■ ■ • - • ' • ."."'W-^' 

* See fo»fii> p. 28 • ^ o */ v- ' 



AGADEMIC.AND ADMINISTRATIVE TITLES 



For guidance, the following list a£ titles is made avail- 
^able. The list is not all-inclusive, but covers the majority 
of titles used in a.cademic units. 



Academic Pos itions 

~ ^ ^ 

tlPistructor 

Assistant Professor 

Associate Professor 

Professor > ^ 

Visiting Call ranks)* 

Visiting Research Professor 

Resident Artist 



Visiting Artist 

Research Professor 

Adjunct --- (all ranks)* * 

Research Associate 

Researcher • 

Lectdrer ^ ' 

Assistant in (name discipline) 



" * Professor, Associate. Professor, Assistants Profi^ssor. 
^ ^ tor, and Lecturer. . \ ' 

Student Titles - ' 



Instriic- 



Preceptor 

Teaching Assistant 
Research Assistant 
Gradijate Assistant 



G^ad>iate Trainee 
Graduate Intern 
University Fellow* 
Graduate Fellow* 



* The title ''fallow" shall be reserved for awards not carrying 
. any obligatipn of service for pay. 

Administr ative Titles Which Normally Require Academic Rank 



Dean of (University Unit) 
Dean of (Schbol, Colleg^e, 

or Division) ^ 
Associate. Dean 
Assistant Dean of (School, 
' College, or Division) 
Chairman- (Department or 

Faculty^ ^ 



Assistant Chairman^ 

Director (Center, institute, 
reporting to the Vice Presi- 
dent .§ Provost) 

Assistant Director 

Director of Admissions § Records 

librarian 



A^dministrative Titles Which Do Not Require Academic Rank 



Program Director 
Project Director 
Assistant Director *of Admis 

*sions § Records . v^; 
Coordinator 
IJead 

Assistant Head . 
Ac^ademic Adviser (Chief, 

Assistant) . ^ 
Editor 



Counselor 
Staff Assistant 

Assistant to (This position 
is intended for a wide variety 
of applications, yielding an 
equally wide variety of duties 
and responsibilities. General 
supportive functions, depending 
upon assignment.) 



ERIC 



NOTE: 



The wor^J "Acting" may. be pre 
use indicates the situatipn 
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to any titlfe when its 
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ADJUNCT APPOINTMENTS 



. . . 

The adjunct title is used for persons who are engaged in 
cooperative work with some agency or department of thi Univer- 
^li^' Jl^^^^l^ f."^^ persons are full-time employees of an agency 
oMll llll J?^ University or of a unit witl^in the UiiiveJsity 
other than the one where adjunct rank' is to .be held, and, thus. 
rlllV^ no salary from the unit where they would, hold adjunct - . 

Depending upon qualifications, an individual may be ap- 
pointed as Adjunct Professor, Adjunct Associate Professor. 
Adjunct Assistant Professpr, or Adjunct Instructor. A person 
recommended for the adjunct classification must hold at least 
the master's degree or its equivalent. -leas.i: 



status 



The adjuncl^ classification does not carry, with- it votin4 
IS m the University Faculty or lead to. academic fenur^.^ 



However, persons holding the adjunct title are eligible to 

socxAl events- intended for the whole faculty, are eli- 

f ?^k^f°Jni^^^?r ' parking .privilege^ to purchase 

tickets for athletic events at £?qulty -rates , and . other similar 
penerits . 

Adjunct appointments may be, on a term basis only. 



A department may choose , to offer full rank to a University 
employee who is not budgeted \o the department but who will 
teach. Such a decision is an appropriate academic recognition 
Which in no manner implies a commitment to future budget allo- 
- cation to the department for maintenance of the recognized in- 
dividual m an additional budget line. ^ 
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EMERITUS FACUL^'Y STATUS 



-A member of the faculty who qualifies, for retirement under 
the State Universities Retiremdnt System may be granted Emeritus 
or Emerita status upon retirepient. The granting of such status 
is achieved through the same recommending process as with initial 
academic appointments and originates from the faculty. 

A Visiting Professor may be granted Emeritus'* status even ' 
though he does not qualify for retirement" underw the State Uni- 
versities Retirement System. An Emeritus Professor listing is 
appropriate for any Visiting Professor who served with the Uni- 
versity for. a three-quarter year continually for two or more 
years. For a/Visiting Professor, Emeritus Vtatus: is. not granted 
except upon the recommendation of appropriate faculty, adminis- 
trative officials, and approval of the Board of Trustees. 
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VISITING PROFESSORS 



y' The Office of ^he Vice President § Provost provides special 
funds when available to appoint two or three (PTE) Visiting Pro- 
fessors eaeh academic year. In general., Visiiing Professors are 
i^?Jnic"?iL''^^iv"^*^°^^^ and. in many cases, international repu- 
S^Ji either governmental service or business, or perhaps 

from other universities, who are interested in either full or 
part-time appointments with the University. Usually. Visitinc 
^""^ appointed for no longer than one academic year^ 
and many are appointed for one quarter only. Visiting Professors 
should not expect to hold long-term appointments with the Univer- 



si. 



... appointments are based on the qualificatipns of the 

Jr?ini?nn^A particularly as related to their potential con- 
tribution to the University, all academic. units may submit re- 
quests for a part-year or full-year Visiting Professor for the 
ensuing year; however, any commitment must be made by the Office 
of .th« Vice President § Provost. ' / wi*xi,e 

Deans and directors should submit nominations for Vis i tine 
Professors to the Office of the Vice President § Prpvost aldng 
with appropriate Personal and Professional Data forms by March 
tirst of the year preceding the requested appointment. After 
approval by this office, regular appointment procedures should 
be followed, to process appointments. 
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INTERIM POLICY STATEMENT 



Anyone who is to teach a University course for credit must 
have, a current appointment with the University during the time 
o£ the teaching o£ the course. If the individual is paid, and 
is not to be considered a candidate for tenure, the proper desig- 
nation is "Visiting Lecturer" or "Visiting - - -'^ whatever 
other rank might be considered to be more appropriate. 

If the individual is not to be paid, tfte proper designation 
is "Adjunct" as a prefix before the rank which wouldi normally be 
appropriate. " 
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TYPES OF APPOINTMENTS 



Term • . • * . - 

Term appointments end on a specified date and can be 
renewed only* as a result of specific recommendation for r^ 
appointment*-^ '/They presume no right to reappointment. All 
term appointments sh^puld carry the fallowing statement: 

"Appointment or .reappointment to this posi- 
tion shall create no presumption of a right 
J Xo a subsequent appointment . " 



Continuing 



Continuing appointments imply reappointment year by 
year unless notice is given to the contraiy at least six 
months prior to the end of the fiscal year.. 



Permanent Tenure 

Permai>ent tenure appointments imply autpmatic appoint- 
ments each year except in cases' of retirement or dismissal for 
cause or reasons of financial exigency. Permanent tenure ap - 
plies only to the- faculty academic year 
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APPOINTMENT PROCEDURES. 



Initial Wppointment 

\ For each new appointee, the appropriate administrative 
officer must forward the following materials to the Office of 
the Vice President § Provost: • 

^ Position Authorization form ' . 

Seven copies of the approved appointment form (new form 
on NCR paper) 

Four copies of the , Personal and Professional Data sheet 

One W-4 form 

One Illinois W-4 form 

One Check Distribution card^ * - * 

Transcripts ^must accompany all appointments for three months 
'^or more of full feime employment. Where more than one 
degree has been earned only;^(the ^transcript for the most 
recent ^degree need be subm|,^tiH:ed. 
At the time appointment papeifk are submitted to a prospec- 
. tive appointee, the administrative officer is expected to inform 
th.e individual (verbally or by memo) to contact' the Personnel 
Office iPT information about the 'fringe benefit program of the 
University.^ « 

Justification must be provided when certain condit?.ons» thai: 
are exceptional are proposed. 'These items, include the following: 

Salary increase (change of ^salary outside approved range for 
rank; substantial salary change, for person who hSj^ had 
prior appointment on staff; substantial change irorti p^rior 
S-alary elsewhere.) ^ 



Equivalency for academic degree. 

/ 

Twelve -month appointment. 



Reappointment 




For reappointees / the appropriate administrative officer 



following documents to, the Office of the Vice 
St: ^ ^ 



must forward the 
President § Provos 

Position Authorization 'form 

Seven copies of the approved appointment form (new form 
on NCR paper) 

Four copies of the Personal and Professional Data sheet if 
three (3) months h'as elapsed since prior appointment or 
changes in educational backgraound need to be shown. 

33 



ERIC 



20/ 



Reappointment (contrnued") ' 

°''ariy'umnui?Sr ?hf'^JK^^^^^^^^ previous appointment concluded 
meJt)? ^ three-month -period prior to reappoint- 

^"^o^iiJi'!!"^^ f°™ 'Cn?t needed if. previous appointment 
^eSpJSf^t'me"?)!''"' three?month per?Sd pri^?\o 

°"bP«I;^o^/ir"^"*^??- (needed only if appointee has 

been off . the payroll -m excess of one month). 

''"sJ«5^?«f^°!!n"'''^*-^°-P^?^^*^°^ salary increase if a sub- 
«Jee- a twewf minti^f'^^'ii equivalency for academic Me- 

U **'^ly«-™onth appointment; or rank if other than 
for the previous appointment. • ^ 



J 



Routing of Appointment Forms 

. ' ~" */ • 

.Appcantment forms or recommendations for appointments should 
istllttll niJ? department chairman or other^eqXale^? ISSil? 
'Jr« ?i wJ^^'^S*. Appointment forms and other nScesSary documSnts 

°^ the Vice President § Pro?Sst 
through the appropriate administrative off;ices. • *^^°^°^t 



V 
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Application for Faviilty Appointment 

.Southern Illinois University at Eawardsville 9/74^^ 
This appliifation will becomt tht formal contract upon compltUon of til ipprorals listed and return of 
completed copy to applicant 



NAME. 



(Ust) (Firtt) (MIddit) 

^ t AGREE TO ACCEn AN APPOlNTMEf^T ON THE FOLLOWING CONDITIONS: 



(Addraic) 



(Zip Code) 



* 

Abadf mic Rank 


%of/ 
Tima 


FulUTima 
^ffonthiy 
Salary Basa 


Actual 

Monthly 

Paymant 


Position 


Unit or 
Dapartmant 


j To ba paid from j 
} Account Number | 


% 










H 

































ACADEMIC YEAR: lt9_-_ 



t=ALL., 



WINTER.. 



spfIing. 



OTHER. 



FISCAL YEAR. 10 



OTHER. 



EFFECTIVE DATES 



EFFECTIVE DATES 

CONTINUING I I TERM' | | 
APP0)NTMENTLJ APPOINTMENT! I 



PONDITIONS OF APPOINTMENT: 
(Include position description) 



IF A RELATIVE OF A MEMBER OF THE BOAnO OF TRUSTEES. FLEASE STATE RELATIONSHIP: J j 

I AGREE TO ACCEPT AN APPOINTMENT UNDER THE ABOVE CONDITIONS AND SUBJECT TO'^HE PRINTED 
CONDITIONS SET FORJH 'on THE REVERSE HEREQF: . " 



SIGNATURE OF PROSPECTIVE APPOINTEE DATE SOCIAL SECURITY |yO. 

PLEASE SIGN AND RETURN ALL COPIES EXCEPT THAT TITLED "PROSPECTIVE APPOINTEE" 
REC01V1MENDATI0N: ^ ' . \ 



L ■ 



DEAN OR DIRECTOR 



DATE 



VICE PRESIDENT 



DATE 



DEAN OR DIRECTOR 

APPOINTMENT: 



DATE 



^ICE PRESIDENT 



DATE 



Pursuant to Part III. Article VIII. Section tC. of the Statutes of the* Board of Trustees yog are hereby appointed to the above 
position, pending! ritificatibn by the Board of Trustees. • 

' APPOINTED, subjffitto ratification by BoardTof Trustees * jAPPOINTED. or President's appointment ratified, by action of 
/"^ ^ • Bbard of Trustees on ' 



PRESIDENT 



DATE 



DATE 



BUDGET INFORMATION: 
POSITION NUMBER(S) 



RESERVE LINEIS) FROM WHfCH FUNDS ARE TO BE TRANSFERRED: 
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CONDITIONS OF APPOINTMENT 

1 



Any member of the faculty who i* apRpinted on a continuing basis to one of the permlTtent tenure ranks, namely, instructor, as'slstent pro- I 

pro Msor, for the acadtmic year (nine" months) normally will receive monthly one-twelfth of his annual ' 
i»l*y for the nine months period of sirvic«f. All members of the faculty not includati within the definition above will be paid in accordance 
with the-torm$ of their appointments. Members of the faculty who an ippointid on eJiscal year or twelve-months' basis will be paid Id 
^ accordance with^ the terms of their appointments. ' . r I 

^' ^Inn.^T.ZH^.?"', °' "'""'""j;**;^' «'■«'"» «o b" held concurrently, both are listed, but pcademic salary rites and periods of 
.SJnTnrtrTtiv^rfol^^rol'::?..'^:, ''^ ""^'"'T'^' o*"" ""rv rates and periods of assifln^nts. Faculty members ap^inted to 
,• JorXecaZfc rTrlr;,^^^ ''j'"""' O"" 'or the «lmlni,tr»tiv. position plus the academic r«,k end the other 

5fe'taomn!r^» o,"'h?""'' f"*'*'"" f "''""'"^ ""'V participate in the State Universities Ratlroment System ef^ectlv/on 

^..^„ri„ ^ 1 employment. A st.ff member other than a student, who is employed on a temporary basis at one^ialf or more in a 

I position in which services er. .xpect«l to be rendered on a continuous basis for et least one school year may elso become a ^^bir 
colZion ofTn" "^'""'"^ °' '-'"ovment or upon completion of one. two, or'hroe y.ar^ of emprymenTuX 

complet on of throe ya.rs c^f employment participation is mandatory. An indiv.du.l who is age 58 or older at time of entrance into the S«« 

' SZrsTn^Z""''"' """"Ir '°' P^^'""'"" """^-nca cr«.i« in^e of ,h. 

other State of Illinois retirement systems covered by the Reciprocity Law. " 

'"''""^ eppointed on . twelva-months-e-yeer basis are|,ntitled to'not rhoro thin four weeks of vacation time within the 
period of appointment, including eny time taken off during the Christmas, spring, and other scheduled vacation period Th.y shou^S 
request vacation time on the usual absence form*. At leest fivp working months must elapse before any vacation time isVemed. 

^' OaT'^?v°af!er TH^lZllT"' 'rT °" '""^ "'"^ N-w.Year's Day, L.bor Dey, Thanksgiving 

. ^Tr^An? L„I ,h „ rT.°"^ '"e one floating hoHday, unlfea such holidays fall within scheduled v^tion 

» periods, when they are charged as^acation tinib. y ^.-moviuidu vmhum 

°' I.!^VoT,'^ThT nr,l '""."^ TT*^' " ^"^'"^^^ °' the Statutes of the Board of Trustees, which laws and Statutes 

are a part of thia agrpement as if^t out in full herein. Copies q;' {he Statutiii^re available «t the Office of the Board of Trustees. 

7. Academic tenure is Obvemed by the follbwing provision of the Statutes of the Board of Trustees, Pert III, Article VIII, Section 6 B: , 
4 B. Academic Tenure. ' 

rlnurl ."onhe. Il" ' k" .'"'7'"""" ^ Interpreted es meanin^emaanent holding of an academic rank end position of employment. 
Tenure epplie, only to a basic nine-month, eppolntm.nt each ye.r. All regular members of the te.ching end research staff with the rank. 
D o?l«o „l ' 'T u '° •"»'" Wh.re.s eppointmenu in the three 

L« Tr^l.,..^ ' " V!"" """" ^""^ - ""^ °' "l"' «o the contrary I, given, in the 

%Z^i^t^nXl!^nTT^ H "' ""•"» '»«*'5"«'" .Peciflcellv stated In . written notice of appointment or 

I r«^h T!n h. K . ^ «r.in.d persons who serve in capacities th,t may be bro.dly interpreted es involving tead^in^g e„d?or 
I aSd .rthe^brntmld ■ " °' ^"'-"'»v%'n.za?ion not 

^' IZLTio^n?,!'!^'- J!"^'' u^"."*"^ i° '"""^ members according to the f^iiBwing schedule, except when abridgement of the ' 

probationary period Is formally authorized. Y.ers s.rve,^ in any rank'shall apply toward tenure in the next higher rank: T . 

. fh« h T '..'JT °' "PPoint^""* •« rank, unless he is given a written «.t.ment 

that his appointment will be tirmlnetid at the end of his second academic year qfservico. wnuon «.«moni 

or*.h« hllf-nnoinTm^r' rl'f'^"^ "^L"^ "^'""^ "^''"^ """"" Biv.n tenure 

or that his appointment wilfnot be renewed at the end of, the third year. An associate professor who has served previously k assistant 

M PrTorrr ""'T"^ '"^ ""-^ """^ °' or'g'n-l eppolntment to the rank of associate plof" 

(c) Prior to the end of a four-year probatlonary-fgjriod an aisistant professor must be notified in writing either that he has been olV'in 

tenure or that his appointment will not be rtffiewed at the wid of the fifth year ° 
<d) An Instruetor normally sheO be appointed for no longer than one year. Such term appointment may be renewed annually but if the 
«XT I "°* !h "'"'""^ following his seco^nd or any subsequent ye.r of employment, he shell be given written notice not 

less than nx monjhs preceding the termina^n of his appointment. Prior to the end of the fifth year of torvlce.the appointee must be 

' • ."oo'ornf™ rT "Jt" '""J?!"'" "'■^""f with his sixth year of service with the Clniver.It^Tthat hT erm - 

eppointment will not be renewed beyond the $ix;h year. . - 

(0) A lecturer is a faculty member in a temporary or non-rogular rank and shall normally bo appointed for no longer than one «:adernlc 
rh.;n .'"""'"T"* ^"^ """'^'^ annually, but if there is" uncertainty about reappointmonjt 'following his second or any 
aoDOinrent'T ""^f ^' ""i" ""O""" P^''"'^-"^ termination of, his 

™^ „ oro J'" " °' """'""^ '"""'^ o"" °' «?u..rcgular tank, (professor. 

\ .„„^ rn^n ?h """J""/ P^o"'""^ instructor) If later appointment to one of these rank, is made-, b^t shall not ordinarily 

\^ load to tonuro in thq rOnk of locturor. , ' , , ^ 

iU.n^H "'h'!"" /"""IT' """u "1 the time of their initial appo.n.rrfont deposit official transcripts of their highest degree attained <or 
b«umulotod credits il no dogroo has boon awarded) in tho Prosidonfs Office fdr uso in determining ranks and promotions. * 

^' iS' ^nHoT";!"- ^^1°^'"''"' l"^*" "PPO'ntoo agrees to abide by tho prov'isic^s of tho University Patont and (or) Copyright Policy 
r^L nl lT °^ Obligation, of tho University to other? wilh roloron<:o to dl'overios, inventions, imlov""""*'. compositions Z 
creations mode, produced, developed, actually or constwctivei^ reduced ,o practice or perfected during the torS, of employment 

N ^ 

i 

( 
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ERIC 



NAME. 



25k j^pplicdLtion ior Appointment to ike Administrative Staff 

r^|f Southern I'lrmois Universit^^ ' 9/74 

This appUcation wiU^become the formal contract upon completion of all approvals iisted and retunrof 

completed copy to applicant. ^ .* 



(Last) I (First) (Middle) (Address) 

INT^ 



I AGREE TO ACCEPT AN APPOINTMENT ON THE FOLLOWING CONDITIONS: 



(ZipCo/dt) 



Administrative | 
- Title 1 


Time 


Full-Time 
Mofithly 
Salary Base 


Actual 

Monthly 

Payment 


Position 
Number 


Unit or 
Department 

' — H ■ 


1 To be paid from 

i Account Numbffr 

t 

1 — 












^ 


















✓ 




" , \. . „,, . 











Term of Appointment: 
X)B DESCRIPTION: 



Beginning date 

i 9 



Ending date 



Position Reporting to 



Office Designation 



IF A RELATIVE OF A MEMBER OF THE BOARD OF TRUSTEES, PLEASE STATE RElAtlONSHIP: 



r. 



I AGRE-E TO ACCEPT AN APPOINTMEI^T UNDER THE A^DVE CONDITIONS AND SUBJECT TO* THE PRINTED 
CONDITIONS SET FORTH ON THE REVERSE HEREOF: 



> . Signature of Prospective Appointee 



Date 



Social Security No. 



PLEASE SIGN AND RETURN AL,L COPIES EXCEPT THAT'TITLED "PROSPECTIVE APPOINTEE" 
RFCOMMENDED BY; 1 . V 



Kdministrative Supervisor* 



Date 



ce President 



i)ate 



Date 

OINTMENT: 



President or Vice President^ 



Date 



ursuant to,Part 111^ Article VIII, Section 1C, of the Statutes of the Board of Trustees you ^ hereby appointed to the above 
^ tion, pending Ratification t)y the Board of Trustees. 

OtNTED, subjccf tig ratification by^Boiard of Trustee) j APPOINTED; or President's appointment ratified, by 



action of Board of Taistees. 



D;\t^ 



Date 



GET INFORMATION: 
ion Number (i) 



ye Line(s) from vvhich funds are to be transfe>red: 



'23 



EKLC 



9/74 



^RESIOENrS^FICE 



CONDITIONS OF APPOINTMENT 



1. All members of the SxuU will be paid in acGordance v/wfi^ ihe terms of their 
appointments. Members of the administrative staff who are appointed on a fiscal year 
or twelve-months' basis will be paid in accordance with the terms o.f their 
af^ointmcnts. No salary will be paid in advance^'of work performed. 

2. Each full-time continuing nnd paft-tlrnc continuing staff member is required to 
participate in the Stat6 Uaiversities Retirement System effective on the beginning 
date of his employment. A temporary staff member, (other than a student), who is* 
employed on a temporary basis at'oiie-half time or more in 5 position in which 
services arc*' exp^dcted to be rendered on a continuous basis for at least one school 
year Is required to become a member aftrfr one year of fuch emfiloyment and may 
elect to pe;rticipate during The first year of employment. An individual who is ago 58 
or older at time of entrance into the State Universities Retirement. System will not 
qualify for survivors insurance protection unless he has survivor insurance credits in one * 

*'of the other State of Illinois retirement system: covered by the Reciprocity Law. 

3.. iMcmbcrs of the staff appointed on VAelvj-ruonll)!, a-year basis are entitled to not 
more than four weeks. of vacation time within the period of appointment, including ^ 
^y time :^aken off during' the Christmas^ Spcing, and other scheduled vacation 
periods. They should request vacation time on thf: ysual absence forms. At least five 
Working months must elapse before any vacation time is earned. 

> 

4. Members of the staff arc entitled to time off, on those legal holidays listed in the 
: catalog, unless such holidays fall within scheduled vacation periods, when Ih^jy are 

charged as vacation tinic* , 

3. Tiitt tfMipiuyiiniiil of d t»laff iMcrnljc-r is govirncu by the Iavv3 of Illinois cr.d^ the 
Statutes of the Board of Trustees/ which laws and Statutes arc a part of this 
agreement as if set out in full herein. Copies of the Statutes are available at the 
Office of the Board of Trustees. , ^ 

5. All members oi the s^aff must at the time of their initial appointment deposit 
complete official transcripts of their undergraduate and graduate credits in the 
President's Office for use in determining classification, salary, and promotion. 



7 
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SOUTHERN ILLINOIS UNIVERSITY 
SUMMER QUARTER APPOINTMENT 



JAME. 



Last 



First 
I 



Middt9 



JSqClAl SECURITY 



HOME ADDRESS . 



t.ogree ro accept an oppoinrmenr on rhe following conditions* 



TITLE . 



(Basic f/rt» musf coffsj^rtd to thostt opprarmd (or poyroit pufpotms) 



UNIT OR 
DEPARTMENT 


TO BE PAID FROM 
ACCOUNT NUMBER 


%0F 
TIME 


FULL-TIME 
SALARY BASE 




ACTUAL MONTHLY SALARY PAYMENT 


JUNE 


JULY* 


AUGUST* 


SEPTEMBER* 


. TOTAL- 
















t 




m 




















• * 




i 













• These figores ore subject \o July 1 increose whenever oppllcoble urtless ofherwise indicoJed under "Other Condirions" below. 



Cf|^opp.roprio»e oppoinJmenr period:' 12 ^eeks Quorrir □ (Considered os 3 months for poy purposes) 

^ 8 Weeks Session □ - 

If other than full periods nomed'obove, stote beginning dote ^nd ferminol dote (dote following lost work doy):. 



i 



OTHER CONDITIONS: ^ 



If reloted by blood or morrioge to ony member of the Board of Trustees, pleds* stote retotionshi 



I occepf an oppoinfmenf jinder the obov* con^litions ond subject^ thp printed conditiont^set forth on the 



reverse hereof: 



o^i::^:;:: o7',;:iiTs'S;"erie^r;^^^^^ ^"^-^ -'-'^ "-^-o-' ^o,a 



RECOMMENIJAyiON: 



Dotm 



Vic9'Prmsid0nt 



Dotm 



APlMlTMENT: 



«o:r "rig rot;;iciorLt.Ke'Borrd°:f'^;u:tVe':" °' '^"""^ '''^'y ^•'^^""•^ '° rh.aBov;.,po.i. : 

APPpiKTED, or Presiejent's oppointment rotified, by oction of 



APPOINTED, subject to ratificotion of Boord of Trustees 



' erJc 



Boord of Trus>«es"on 



J -24- 



COMDITIONS OF APPOINTMENT 



^ Members of the faculty or administrative staff are entitled to time.off on those legal holidays listed. in the catalpg pL^s 
■ New Year's Day. Labor Day, Thanksgiving Day, Day after Thanksgiving Day and Christmas Day, phJs the one floating 
holiday, unless such holidays fall within !«he<^Jed vacation iJitiods, when they are charged &s vacation time. ' ,^ 

2. The employment of a faculty or administrative staff ^ember is'governed by the laws of Illinois and the Statutes of ths 
. Board of Trustees, which laws and Statutes are a part of this agreement as if s^t out in fUll herein. Qopies of the'Statutes 

are available at the 0.ffice of the Board of Trustees. ' y mr^uiiuies 

3. Acaderhic tenure is governed by the ftNowing provision of the Statutes of the Board of Trustees, Part III Article Vlll 
Section 6B". ^ . ' . ' ; ' 

B. Academic Tenure. ^ . ' ^ ' 

1. Tenure Ranks. Tenure shall hereinafter be interpreted as. meaning perpianent holding of an academic rank and position 
Of employnient. Tenure applies only to a basic nine-mbnths appointment each year. All: regular nifembers of the 
teaching and research staff with the ranks of professor, associate professor, assistant professor, and instructoi: shall 
be eligible to attgin tenure. Whereas appointments In the three professorial. ranks wilt normally carrv or lead to! 

. tenure, unless^nriade for a stated term or unless due notice to the contrary is given. In the case of instructors aU 
appomtments will be term appointments, ijntcss otherwise specifically stated in a written- notice of ap>)0!ntment or 

' reappointment. Professionally traintti. persons who serve in capacities that may be broadly interpreted as Involvinq 
teaching and/or research shall be eligible for tenura The Board may, in addition: give tenure to specific persons of the 
University organization not included in the above-named groups. 

2. Tenure Schedule. Tenure shall be granted to faculty members according to thejollowing schedule, except when 
abridgement of the probationary period is formally aothorizedJ Years served In any rank shall apply toward' tenure 
in the next higher rank: , ' 

A-profcssor shall have tenure nine rp^ths from the date of original appointment at this rank, unless he i^s given 
a^ wntten statement that his appointment will bl& terminated at the end of his second acadfemic year of sen/ice. 
At the end of a two-year probationary period an associate. professor must be notified in writing either that he 
has been given tenure or that his appointment will ho^t be renewed at the end of th« third year.- An associate 
•professor who has sen/ed previously as asiiJtant professor at this University shall have tenure from the date of 
his original appointment to inc rank of assodiarte profwsof. 
. Prior tQ the end of a four-year, probationary period an a^istant professor must be notified in writ! no either that 
m has been given tenure or that his appointment v\((^ not be rehewed at the end of the fifth year .; . 
An instructoV normally shall be appointed for no longer ihan one year. Such terrti appointment may be ren«?wed 
annually, but if the instructor is not to be reappoinrted following his^econd or any subsequent year of employ- 
ment, he shaH bo given written notice not less than six months preceding the terfhin&tion of his appointmerrt 
Prior to the end of the fifth year of sen/ice. the appointee must be notifiei} in writing either that he will b» giyftn 
tenure starting with his sixth^year of sen/ice with the University or that his term appointmerft^'win not be 
renewed beyond the sixth yeerr ^ 

A lecturer is a faculty member in a temporary or non-cegular rank and shall normally be appointed for no longer 
I than one. academic Vear. Th^ appointment may be renewed annually, but if there is uncertainty^ about re- 
/ippointment following his second or any subsequent year of empfoyment, he shall be given written notice not 
less than six months preceding the termination of his appointment. Years of sen/ice at the rank of Tecturer shall ' 
be applied toward tenure in one of the four regular ranks (professor, associate professor, assistant professor and 
• instmctor) if later appointment to one of these ranks is mafde, but ^all not ordinarily lead to tenure in therbnk 
of lecturer. ^ ^ , ^ v 

p. All members of the facdfct or administrative staff must gt the time of their initial appointment deposit oipf icial transcripts 
of their highest degree aftained (or accumulated credits if no degree has been awarded^ in thePresident's Office for use in 
determining ranks dhd promotions. 

X It is a condition of employment that each appointee agrees to abide by the provisions of the University Batent and (or) 
• Copyright Policy and any contractual obligations of the University to others with reference to discoveries inveotions ; 
Improvernents, compositions or croaitons made, produced; developed; actually or constructively reduced to practicS or 
perfected during the term of employment, 



(a) 
(b) 

(cj 
(d) 



(e) 



i 
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fAY_SnM KOm.E > EPfKCTTVK 1973 SUMHKH OrAUTKR 

• 0'-. -^y ' - ' — 



NOTK: All Clguret were airtved at by uiing n contract wUry of $1000.00 
JULY 



AUGUST 



SEPT. 



.... V, 



TOTAL S.S, 
DOLLVRS 



. 12. w«eki(Junc. July .Aug. Sept.) 500.00 1000.00 



ipoo.oo 500.00 3poo. bo- 



ll weeks (Jiinft.July.Aup. Sept;) 250.00 
11 week! (June .July .Aug. Sept. 0 500.00 

10 weeki (July .AuR. Sept.) 
10 wcek5(.Iune .July .Aug.) 
10 veekf (June .July , Aug. Sept .) 

9 week8(July .Jwlg.Sept.) 

9 weeki(June .July .Aug.) 5G0.00 

9 weeks(JitIy.AiV.Sept.3 

9 wceki (June .July .Aug.) 250.00 

8 wceki (July. Aug. Sep*t.) 

8 weeks(Juiie .July .Aug.) 250.00 

8 wcek8(July.Aus.Sept,) 

8 weeks (Juna .July ,Aug!l) 500.00 

8 weeks (July »Aug.) 

7 week8(July .Atjg.) . . 

7 weeks (July .Aug.) 
7 weeks (July .A'jg. Sept .) - 
7 weeks (June .July , Aug.) 500. 
7 weeks (July , Aug. Sept .) 
7 weeks (June .Jul yAug.) 25Cr.OO 

6 weeks (July.Aug.FeVt.) 

6 weeks (June .Jul'-. Aug.) 250.00 
6 weeks (Jiily.Au-;.) , - . 

6 wecks<Aur.Sep'^^) - 1^ 

6 weeks (July ..Vug.) 

6 weeks (June .July) 500.00 



1000.00 

1 000. bb 



1000.00 
500.00 ,1000.00 
250.00 1000.00 



750.00 
1000,00 
'1000.00 
1000.00 

750.00 
lOjgO.OO 
500. OOv, 

ioQa>eti 

1000,00; 

1000.00 ' 
750.00 
' ^00.00 
1000.00 
250.00 
1000. op 

250.00 

1000.0b' 

1000.00 

^750.00 
500.00 
1000.00 



1000.00 
1000.00 

1000.00 
1000.00 
.1000.00 

1000.00 
750''.00 
1000.00 
1000.00 

1000.00 
750.00 

ICOO.OO 
500.00 

1000.00 

750.00 
1000.00 
1000.00 

250.00 
1000.00 

500.00 

1000.00 
250.00 
500.00 

1000.00 
750.00 

1000.00 



500.00 
250.00 

500.00 

250.00 

500,00 

250.00 

250.00 
500.00 



250.00 
500.00 

250.0.0 

500.00 



weeks 
weeks 
weeks 
weeks 
weeks 
veeks 
weeks 
weeks 



A Weeks 
A weeks 
A weeks 

•.»*»<> V'« 

weeks 
weeks 
weeks 
weeks 
weeks 



(June ,July) 
(July »Aug.) 
(July .Aug. ) 
(Aug. .Sept.) 
(Aug.Sept .) 
(July .Aug.) 
(July„Aut>.) ^ 
(June .July) 

(Au-.) 
(^•Uly) 
(Au^.Sept.) 

(7.,!,, ^ \. '> ,) 

(June . Jply) 
(Aug.Sepc:). 
(July,Au3.) 
(June .July) ^ 
(July .Aug.) ' 



3 weeks'(Atig.) 
3 weeks (July) 
3 weeks (Au/.3cpt:.) 
3 wee ks (July ;Aut; .*). 
3 weeks (Jime , July) 
3 wecks(Aut*/5*eDt.) 
3 wccka (July .A«4i) 
3 weeks (June .July) 

2 weeks (Au^. Sept.) 
? veelcsCvTuly .Auc .) 
2 weeks (Jiinr; ,Julv) 
2 weeks C3Cj't .). 
2 wocki(.';Ui;.) 
2 weeks (July) 
2^ vpekr.(Ji.ric> 

1 VCf*k(Jur.c) 

1 we»»k(Am-.) . 
1 wecSv(Se*pC.) 



2750.00 
' 2750.00 

2500.00 
2500.00 
2500,00 

2250.00 
2250.00 
2250.00 
2250.00 

20t>0.00 
2000.00 
2000'. 00 
2000.00 
2000.00 ^ 

1750.00 
■ 1750. qp 
1750.00 
1750.00 
1750.00 
1750.00 

15i)0.00 
1500.00 
,1500.00 
^ 1500.00 
'1500.00 
15:C,C3 
1500.00 



500.00 


750.00 


V I* » 




1250.00 




500.00 


750.00 




1250.00 




750.00" 


500.00 




1250. po 






750.00 


. 500.00 


1250.00 






1000.00 


250.00 


1250.00 




1000.00 


' 250.00 




1250.t)0 




25^.00 


1000.00 




1250.00 


, 250.00 


1000.00 






1250.00 


' ..-/ 




1000.00 




1000.00 




,1090.00 






1000.00 






500^00 


500.00 


1000.00 




4 500.00 


500. nn 




1000^*00 


500.00 


500.00 






.1000^00 






750.00 


250.00 


1000.00 




':r'250.00 


750.00 * 




1000.00 


^250.00 


750.00 






1000.00 




"756^.00 


250 »0b 




1000.00 






750.00 




750.00 




^0.00 






750.00 






500.00 


25C'.C0 


750.00 




500.00 


250.00 




750.00 


^^ \ 50.0.00 


250.00 . 






750,00 






25q,00 


500. CO 


750.00 




250.00 


500.00 * 




750.00 


250.00 


500.00 






750.00 






250.00 


250.00 


500.00 




250.00 


250.00 




500.00 


250.00 


250.00 






. 500.00 








500.00 


500.00 






'500.00 




500.00 




500.00 






500.00 


500.00 








500.00 


250.00 








250.00 












; -25 




250.00 




250.00 


' -41 




i50.00 


250.00 



3 months 

7 3/4 nos. 
2 3/6 mop. 



h mos. 
\ no., 
V'nos. 

\ rnos. 
i f:OS. 
k ros. 

2 k TOS. 

? rronths 
2 months 
2 morrhs 
2 "ncnths 
2 months 

1 3/4 mos. 
1 37 A T.OS. 
13/4 mos. 
1 3/4 mos. 
1 3/4 tros. 
1 3/4^' tros. 



1 ^2 ^05. 

1 k nos. 
1 h ''OS. 
1 V nos . 



1 i 'nos. 
1 ncs. 
1 k tnos. 
1 \ nos. 
1 k T-OS. 
1 i nos. 
1 b nos. 
1 i nos. 



nortth 
mcnth 



1 nonth 



month 
crcnth- 
nonth 
nbnth 
month 



3/4 no. 
3/4 
3/4 
3/4 



no 
■no 
-.0 
3/4 no 
?/4- no, 
3/6 
3/4 



no. 
no. 



mo. 
h no. 

mo. 
\ no. 
'it, no. 
^ mo. 
h nio. 

1. rro. 

1 

it ««IU. 

\ .T.O, 



SOUTHERN ILLINOIS UNIVERSITK^T. EDWARDSVILLE 
PERSONAL AND PROFESSIONAL DATA 



Name. 



Home Address. 



Last 



First 



.Pho] 



ne. 



Middle 



Business 
Address ^ 



Date of 
Birth 



^Marital 
StAtus_ 

^ Male \ 



U.Sn Citizen, 



Height. 



. Phone 



Place of 
-Birth 



Spouse's 
.First Name. 

Female 



.Citizenship applied for. 



Sons — 
Daugh- 
jter s ^ 



-Weight. 



.State of Health. 



Social Security No.. 



- Ages- 
u Agcs_ 



. PhysicaL 
Defects 



Date of this pkotogk^ph . 



. {Note: All persons employed must pass a physical examination) 



EDUCATION (following liigh school rpl ease attach transcripts) 



Dates 



Institution and Location 



Major and Minor 



Degree 

Name . Date Conferred 



EXPERIENCE (teaching. business, etc.) 

Dates Institution and Location 



Title 
or Rank 



Salary 
(Nine months 
academic year) 



Nature of^ork 
or Courses Taught 



. MILITARY SERVICE ^ ^ ■ ^ 

/ vw 1 ^ . Mihtary Branch Present 

Date Entered Date Disfcharged Highest Rank Held , of Service Status 

J'ERENCES (at least three; ^ve full names and addresses) • ' 

' • ',42 ■ - 



MEMBERSHIPS IN PROFESSIONAL, CIVIC, AND VETERANS ORGANIZATIONS 



PUBLICATIONS AND PAPERS READ AT PROFESSIONAL MEETINGS 

•1 



THESIS AND DISSERTATld|^,TITLES. AND NAMES OF-MAJOR iJlOFESSORS 

■ I - - 



RESEARCH ACTIVITIES. PROJECTS. AND GRANTS 



SPECIALIZATION (preferred teaching subjects) 



(secondary subjects, training, preferences, special skills) 



43 



^BDsitlon Hank Academic 
and/or Title Rank 



SOUTHERN ILUNOIS UNIVERSITY- EDWARDS VILLE* 
POSITION REQUEST AND AUTHORIZATION FORM 



Administrative 



Log Rb. 



Total Pet. 
cf Time 



Maximum 

Jtonthly Salary: Academic $ 



Title 



(if applicable) 



J* Administrative $ 



DEFINITION OF RESPONSIBILITIES: 
Teaching 



Research 



7. 



Service 



V 



BUDGET INFORMATION 

Budgeting UnitCs) 
Source of Funds 




Account No. 
Account No. 



Budget Line Number (where applicable) 



Type of Budget Position Against Which Appointment is to be Made: 

□ New ' □ Continuing □ 9 Mbs. Effective Date 

.□Vacated QTerm Q 12 Mos.* Terminal Date _ 

□ Other 

PROGRAMMATIC JUSTIFICATIOfN FOR REQUEST: * * 



* Needs Prior Authorizatibn^From Vice President & Provost 



ENTERED IN BUDGET 



"O' :ials Date 



D; 



ERIC: 



REQUESTED BY ^ 
AUTHORIZED BY 



Date 



44 



Date 



27 



mm: l.White-Dean/Director a.Yellow-V.?. & Provost 3. Pink-Payroll 4. Green-Fiscal (officer 



. Southern Illinois University at Edwardsvilte 

Authorization of Positions-Grants, Contracts, and 

Other Non-State Funds 
( . . ^ ■ ^ 

IKSTRUCTIOIMS; The fiscal officer should list all positions xs> be approved, sign the form, and forward it to the appropriate 
fit in or Director. All projects that have been processed by the Research and Projects Office must have this authorization 
a.^provctl by the Research and Projects Fiscal Management Office. The non-state^, local, or activities accounts that havenot 
U-v'^ processed through the Research and Projects Office should be forwarded directly to the Office of the Assistant Vice 
Pi.'Mclpnt for Personnel lag. AGP, MAC). VVheo submitting appointment papers, refer to account title and position number. 
No appointment will be approved without {)rlor authorization of position. *^ <. ■ 



University Account Title and Number 



i . funl of Autlion/jiion ^ , Fuiiding^Autkonzation . 

lit af>plicjr)!e) (ifapplli 



Division or unit 



llciBte) — V 



No. 



University 
Title, Rank, or 
Classification 



Name (if known) 



Pet. of 
Time 



Date Pos. 
Active 



No. of 
Months 



Current , 
Monthly- 
Salary 



Maximum 

Authorized 

Salary 



1 
2 
3 
4 
5 
6 
7 
8 
9 

to 



TO BE USED WITH RESTRICTED ACCOUNTS 



PREPARED BY FISCAL OFFICER 



Recomrnonded by; 
Fiscal Officer 



Academic Dean or Director 

Office of Research and Projects Fiscal Management 
(if applicable) 

Office of the Vice President 

' Office of the President ^ 

Entered in Budget Office ' 



WHITE: .Research and Projects Fiscal Management Office 
YELLOW: Vice President's Off ice 
PINK: Payroll 

BLUE GREEINJ: .Fiscal Officer a ^ 

March 1972 



FRir 



s 



SOUTIIKRN ILLINOIS r.MVI'RSITY P.AVIT' •. ^VVlci: 

PLEASE DI:L1\\ER MV SALARY WARRANTS WHEN IS^SIM-D. AS I O.M.CWS: 



□ l. To the < lanpus Discribucion Poinrt: 

OAItob Q East St. Lbui3 

□ 2. To the Ba\ik: Name of Bank ^ 



n Edwardsvtlle 



Bank Account No. 



Address pf Bank. 



r^3* To my Homc\ Address . 



EFFECTIVE DATES: From 



SIGNED. 



PLEASE SUBMIT IN DUPLICATE 



To 



DEPARTMENT 



ERIC 
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fmployee's Withholding Allowancie Certificate 
J^*..f^P'^"^^°^ will help you determine your correct number of withholding allowances 

and mn indicate whether you should complete the new Form W-4 at the bottom of this page. 

How Marty Withholding Allowances; May You Claim^ • • , 

Please use the schedule below to determine the number of allowances you may claim for tax withholding purposes 
In determinmg the number, keep in mind these points: jf you are Single and hold more than one job', you may not 
claim the san^re allowances with more than one employer at the^same timfi; If you are married and both you and 
your wife or husband are employed, you may not claim the same allowances with vour employers at the same time 
A nonresident alien other than a resident of Canada, Mexico or Puerto Rico may dim only one personal aHowan^e! 

Figure Your Total Withholding Allowances Below ^ 



(a) 
Tb) 
(c) 
(d) 
(e) 
(0 
(9) 

(h) 

U) 
ik) 



Allowance for yourself-enter 1 

Aflo\Vance for your wife (husband)-enter 1 

Allowance for your age— if 65 or over-enter 1 

Allowance for your wife's (husband's) age-if 65 or over-enter 1 

Allowance for blindness (yourself)— enter 1 . . 

Allowance for blindness (wife or husban(3l)-enter 1 



Allowance(s} for dependent(s)-you are entitled to claim an allowance for each dependent 
you will be able to claim on your Federal income tax return. Do not include yourself 
or your wife (husband)* 

Special withholding allowance-if ^u have only one job, and do not have a wife or 

husband who works— enter 1 \ ^ 

Total-add lines (a) through (h) above ^ . 

(f you do not plan to itemize deductions on your income tax return, enter ^the number 

shown on line (i) on line 7, Form W-4 below. Skip lines (ti and (k}, 

Allowance(s) for itemized deductions-if you do plan *to itemize deductions on your 

income lax return, enter the number from line 5 of worksheet on back . . . \ 

Total-add lines (i) and (j) above. Enter here and on line 1, Form below 



Ml vou ore in cJoubl as lo whom you inav claim 05 a dtjpendem. see (he instruciions whicn came wiin your lasi rcdural 
mco.T.c luitjfn &. ca»-youf \ocii\ Iraafn*. rito^enu e ^«rvic(i officei 

• : I \ :^ ' ~ 

See Table and Worksheiet on Back If You Plan to Itemize Vour Deductions 
Completing New Form W-4 

If yqu find that yog are entitled^to one or more allowances in addition to those which you are now claiming, 
please increase your number of allowances by completing the form belov\7 and filing vyith your employer. If the 
number of allowances you previously claimed decreases, you must file a new Form W-4 within 10 days. (Should 
you expect to owe more tax than will be withheld, you may use the same form to increase your withholding by 
claiming fewer or '-Q" allowances on line 1 or by asking for additional withholding on line 2 or both.) 

J^GivejhMbott form to-your employer; keep the upper part for your records and Information ^ijgr 



Mo. 



Votinc County 



EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE 

WcMO Type or Print , Date of Birth 



Sociail Security No. 


Name 


Last 


First 


Middle 


LeCaJ Address 




; City 


State 


Zip 


Mailing Address it other than above 
□ New^Employce 




^ City 


^ State 


Zip 



□ Njime Change 
Was 




O AJciress Chani^e 

xecnptions Chaqge 

FORtM W-4 ' 
(Rev. Aug. 1972) 

4850-K047-I 1-28-72 (Date). 



□ Single □ Married 

married but legally separated, or wife |husbar|d) is a nonresident alien. 



check the single block) 



1. Total number of ullo^ances you are claiming . . 

2. A straight pcrceniuge deducted from eaiih pay 
(I5%- 50%ran>;e) 

I *iefjify «hat t<i ttie best of my knowledge and belief, the number of withholding allowances claimed 
on this certilieaic docs not exceed the numher to which I am entitled. 

^ , 19- 



/ 



(Signed) 
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What if You Itemizt Ded|(ic;rfons7 

If you •xpect to itemt^iA^cHiCtiuns on yotir inconw tix return, you m«y bt entitled to dalm ont or more tdditionil withholding 
•ilowdnct) on line (j) on ^(Jtge 1. You may claim one •dditional withholding airowance for each $750;.or fraction of $750, by which 
you expect your ttemtitddeductions for the year to exceed tht amounts shown in columns (A), (B), o.r (C) below. 



Estimated 
tolaries and 
vwgts 



Single 
tmployees 

(with one Job) 
(A) 



Married employees 
with one iob 
(wife or husband 
is not working) 
(B) 



Married employees (both 
husband and wife yvorking) 
and tmptqyees working 
more than on* job 

(C) 



Under $8,000 . $1,700 $1,700 - . $1,700 

$8,000-10,000 ;,800 1,800 . • 2,000 

10,000-1 2,000. 2,200 2,200 2,700 

12,000-15,000 2,400 2,400 . 2,700 

15,000-20,000 2,400 , 2,400 3.300 

20,000-25,000 2,400 2,400 4,000 

25,000-30,000 2,900 2,400 4.900 

30,000-35,000 . . . 3,800 2,400 5.900 

35,000-40.000 4,900 - 2,700 6,900 

40,000-4^000 6,400 3.500 7.900 

45.000-5o!l^OOl 7,900 4,500 . . . : . 9.100 

l|f your annual lalary or wages exceeds $5d«000, you nriay claim one additional withholding allowance for each $750, or 
friction of $750. tty which your expected intemized deductions will exceed the following: A single employee wrth one job-lO 
percent of annual salary or wages: A married employee with one iob whose wife or husband i$ not working— 13 percent of Annual 
salary, or wages; A married en)pi9yee wnose wife or husband is also working or an employee who holds more than one job- 22 per- 
cent of the combined or toial annual salary or wages. ' ' 

■ ■ ■ , H>. 

Dttertntning Withholding Allowiinces For Itomized Deductions 

The worksheet below will be helpful to you in determining whether your expected itemized deductions entitle you to claim 
brte or more additional wiih holding allowances/ - ' 



Worksheet 



TTTT 



Total astimoted annual salary or wgges (from all sources) 

Total expected itemized deductions for tl7e yeer. 

Appropriate amount from column (A). (13), (C) or footnote 1, abova 

BalarKe. Subtract line 3 from line 2. (If "0" or less, you ere not entitled to additional 

allowanced) for' itemized deductions) * 

if the emount on lina 4 is: 



Enter on 
Between line 5 

oO-:>>bO 1 

SCO 2 

1,501-2,250 3 



Enter on 
Between line 5 

S4.b01 -^6,250 ... 7 
5,251 • 6.000 ... 8 
6,001- 6,750 ... 9 



Enter on 
Between line 5 

$2,-^51 -$3,000 ... 4 
3,001- 3,750 ... 5 
3.751- 4,500 6 

Note; If the amount on tine 4 is over S6J$0 you get 9 9llow9nc^, piu$ / allowance for 
0sch $750 or fraction thereof by which the amount on Una 4 exceeds $6,750, If 
the balance on line 4 is less than "0", you nwy be having too little tax withheld. 
You can yonerolty avoid this by cf aiming one less allowance (than the total 
number to which you are entitled) for each $750 by which the estimated 
deductions on line 2 are less than the amount on line 3* 



Enter this 
number on 
line (j), 
page 1. 



16-81916-1 
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Form IL-W-4 



ILLINOIS 
OEMRTMENT 
OF REVENUE 



EMPLOYEE'S tLtlNOlS WITHHOLDING 
^EXflWPTiON CERTIFICATE 



WLove^ 

Fllf thif form witti your •rrv 
PMff. Olfmyf^ mutt 
iMtfthold llfinoh fncomt tax 
fron^ VCHjr wagM without 
«tmptk>n. T 
EMPLOYER: 

KttP thli Mitiflcm with 
VPur rvcofdt. If thttmplovM 
m Mitvtd to h«vt clmmtd 
•oo oMt m ^xmptton. 
^•••t Inform th« iliinolt 
Dtptof R0vanu«. 

I CERTIFY thK the 



rmriT FULL NAMe- ^ ^ 


SOCIAL SECURITY NO ( 




HOME ADDRESS " — ' 





HOW TO CLAIM YOUR ILLINOIS WITHHOLDING EXEMPTION 

1. Write numbflr of mkmptions to which vou ar. P/i/r/r/ /rr> 

F,d«r.( Incom. T.x R«urn (Form loS) . Q 

not tx^ tf^ wnoiim ID wh Wi I «^ 

(SlfrMd) 




NOTICE TO ^FLOYEE 



1. F^nonal and dtfMndfrKy •xtmptkm alloiMibla for iFod- 
yl Inoomo T« purpofM may b« uttd to computa your 
imn<^ wIthhoWJn, axtmption.. Itamlxad daductl6iii allowabia 
tor Fadtral Incoma Tax purpoaat afa NOT allowabia for 
IHIrK>li Incomt Tax. 00_NOT Incraa* your llUrioii axamp- 
tkw for ItamlMd d«luctlon« for f adaral Inoom* Tax purpom 

2. Youmay flloanawcartiflcataatanytlfnalfthanumbar 
of your txamptlona for Fadaral Incoma Tax purpoiaa IN- 
CREASES. 

You MUST fll* a naw cartiflcM within 10 da^ If tha 
•xamptloo prtvlouiiy clalmad by you DECREASES bacauat 
of a raductlon In tho numbar of your axamptlona for Fadarat* 
l«coma Tax purpoiat. 
^ Th# p^rnh of a wif a ir a dapandam iloaa not af f act your 



vvlthholdini axamptlon until tha naxi yaar. but r«|ulraa tha 
«lln9 of a naw cartlflcata. If pottlWa. fila a naw cartlflcaU 
by Dacambar 1 of tha yaar in which tha daath occuri. 

For furthar information. cofiMjIt tha Illinois Dapartmant 
of Ravanuf or your amployar. 

a Do not claim an iiiinoia mamptlon In axcait.of tha 
•mount to which you ara antltlad. You may claim a lataar 
amount. Evary Individual whoia annual tax can raaaonabty ba 
axp^ad to^axcaad tha amount Withhaki and any craditi allow 
•d by mora than $60.00. shall fila with tha Illinois Dapartmant 
of flavanua. a daclaration of tttlmatad tax. 

4. Fanalt% Fanaltiai ara imposad for willfully ftupplylng 
fW*t lnform«lon or willhil faiiura to ,aupply Information 
whiih would raduca tha withholdino axamptlon. 



) 
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CHANGE OF ASSIGNMENT OR OTHER 
CONDITIONS OF APPOINTMENT 



For a regular staf|^3ember (iixcluding term, continuing, or 
tenure) the Change of Assignment form must be used to recommend 
a change in title^ rank, salary, or other conditions or appoint- 
ment during the effective period of the appointment. It is- nec- 
essary that full information, including a terminal date when ap- 
propriate, be provided and that justification for the proposed 
change be given. ) * * 

' ' '% ' • ' 

The Change of"" Assignment form should be initiated by the ; 
department chairman ^% equivalent admiiais trative officer and 
forwarded to the Office of the Vice President A Ptovost through 
the appropriate administrative offices-. , The Change of Assign- 
ment does not become effective until approved and ratified by 
the Board. ofSI^rus tees . - 

List of Changes Effected by a Change of Assignment ; 

All leaves exclusive of sabbatical leave./ 

Change of rank other. than at regular promotion time. 

Change of account from which salary is to be paid. 

Change of function (i.e. adding administrative assign- 
ment as department chairman). ' 

Change of salary base .at time either than regular salary 
increase recommendations. 

Payment of extra compensation for approved overload. 

Retirement. ^ ' 

The Change of Assignirtent form is-^ not to be used to- extend 
any contractual agreemeni:. 'This must be accomplished through 
the issuing of a new contract. 



Budgetary commitments associated with such changes of assignment 
must be provided for within the budget of the requesting unit . 
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NAME. 



(LAST) 



CHANGE OP ASSIGNMENT.vTITLE,-OR CONDITIONS OF ASSIGNMIBNT* 
(NOT to be used for Ejt^iuion of Appointment) ! 

Southern Illinois University at Edwards ville^ 



PRESENT STATUS 



(FIRSn 



(MIDDLE) 



11 



SOCI/^L SECURITY NO. 



Actdemic Rank or 
Administrative Title 


%of 
Time 


Salary 


Position Numbbr 

m 


Unit or Department ^ 


Now Paid From: 
Account Number 






1 






• 






• 










• 






.a 












■ .« — 


r 






^^■■RECOMMENDEO STATUS 




\ 










Academic riarik or 
Administrative Title 


^%of 
Time 


Salary 


Position Number 


Unit or Department 


To be paid frp'm: 
-Account Number 










• i— 








« 




* 










rf- 






IF APPLICABLE. RESERVE LINE FROM WHICH FUNDS ARE TO 8 YRANSFERRED: \ 



EFFECTIVE OATE(S) FOR CHANGE (beginning and terminal): 
COMMENTS AND JUSTIFICATION: 



STAFF MEMBER 



UNIT OR DEPARTMENT 



DEAN OR DIRECTOR 



DEAN OR DIRECTOR 



VICE PRESIDENT 



51 
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PRESIDEi^T OR VICE PRESIDENT 



PRESIDENTS OFFICE 
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DATE 



DATE 



DATE 



DATE 



DATE 



FLOWCHART FOR PERSONNEL MATTERS IN ACADEMIC AFFAIRS 

'''' ' - A???i?s L'c?p?io"il?f ^"^^ ^ Academic 

■ hf^i-^f^ °J initial page of each set of papers, to 

be dated and sent within one day to the oricinatinc 
department. as an acknowledgement of rSce^JJ^J? ^apfrs . 

^^."'"Pl^teness of papers. If papers are incom- 
plete, (i.e. missing transcrifet, W-4 formS. P and P 
form) papers will be returne/to originating d?Sart- 

^ page then kept in house for record purposes. 

/ / " JLffE!'"^ ^re complete. Xerox copy is returne'd to orig- 

mating department. Papers go forward to Step, II. 

Step. II Ch^dc of papers for appropriateness according to pro- 
cedures, statutory and other.. At state II a check is 
made to see that the salary rang? is approp?iatl- the 

cated oS^thTS "5 ST'^*""* ""^^^ the^^re^IJaUin iSdi- 
aJfcleSrW cSntingencies 
rJnf?T^J on the contract; that potential 

conflict of interest questions are answered with Ad - 
■ proval of Outside Employment forms; budgS and posi- 

ag?ee'Su1 JJe'ne^.^S *° «iakf^u?e tga^they 

agree with the personnel services budget printout. 




Ila 



are complete and meet all check-lists, they 

/- / 5? °" ^*®P If they are not com- 

/ • ^^^-—^ ^ pleto. they are to be returned to originatine unit 

^ "" llli I clea'fly indicating what the p^leiS are. 

-oul ftiit fL^'^^y °! original page maintained in 

r purposes. At such time as the 

, papers are clear of all the items on the check-list 
they are to be processed to Step III. ' ' \ 

Step III Papers are reviewed again and are approved for payroll 

and^budget and the Vice President § Provost" nSSe ?s ^ 

Stop ly Following the signature of the Vice President 8 Provost 

?S??SDlSS%i2 V- Payroll a^a XeJofcopyy 

INCLUDING the Vice President § Provost's authorizing 
signature and the date. is. to be sent to the originlt- 

. i;?a?el%^S"Sf?LS?''''^^*^°" ^^^^ 

52 
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^ Board Matter is at this time prepared 

' fhl'S! S"'*^2« meeting at which api)roVal by 

. the Board of Trustees is required. . 

Step VI P°lljjin8.ftion by- the Board, notification is sent 
!».^^* °^ 1°^^^ action, and entry is made 
into the permanent file, of the faculty member. v 

^lJv"?JiJ!!!' f 5?Py °^ matters related to fac- 
iei ^LSf^^^i including promotion and tenure, will be 
SeSbe central permanent file of the faculty 
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PROMOTIONS IN ACADEMIC RAN^. 



is st,»IJS !nTv» tp-be foUoWediji preparing promotion materials 
xs shown on the following pages. Only one dossier for each nomi- 
p"l«fSenrr?JJ?Ssi! " ■'f -""itted L.the Office .o/tSe"|^i?r 

A complete statement the policy of the Board of Trustees 

jyni^fi'cJ^'^-'"" "^^'^^ employed in evaluatjlng f acuUy for p?omo-l 
txqn al?o. appears in the pages follpwiag. ^•-x lor promo 

Because of thfe' reldtively lajtge proiM^tion of fariiitv in 
ranks of professor and associate pfofeIsS?; thS foli^wiig^giid^^ 

iiuohs"' SSat'?:^^o;? r estabfis^^g priori??^'ff?'^ro. 

motiohs. What follows is an attempt to objectify in some' meanina- 
ful and concise way the bas^s for promotion recoLeSdaJioA?^ "^^ 

i. General Guidelines for Promoti&n Recoinmenrfa^ions . . ' 

. ^' " 5?"^ oh' excellence in teaching, in scholar- 

?iJ?i^fi^"*^i''®.''°'"^* ^" various administrative, pro- 
^ro^i??^^* ^^^fS'^i'^' A candidate fc^? 

promotion should demonstrate- meritorious contributions in 
IL^IIV" ^''^ °! three/areas and be satisfactory iJ 

the oj:her. or demonstrate exceptional excellence in one. . 
c®™^?"^^^"'* professional integrity are. of cours^pre^^ * 
sumed. ^ Promotion to. any rank is a recognition of past 
achievement and a sign of confidence that the man or 
D?lfLint<^^^?if Of greater responsibilities and accom- 
hnnS^S! Koc?® "^-w?*^! purpose of all promotions is to 
• ' ^ni f J^® faculty. All faculty who have 

not achieved the full professoriate are technically eli- 
gibly to be considered for promotion. •^^'^xxy exi 

B. Promotion to assistant professor is based on the faculty 
member s. having (1) attained the terminal degree in his 
r9?^uPi ® done equivalent advanced or creative work. 
inL?? f"ccessfiil experience as, a teacher, and (3) sho^' 
i2^oiir!y-i4^f jcholarly promise. The ficulty member 
becomes eligible for promotion consideration in whatever 



year these criteria are met. 

' 54 



mental and Univers/ty responsibilities. Frequently^ a 
major conside^rati^ the faculty member's canaciJv Lf-' 
" hfj'own^-"^-!^"*^ -teaching thit has deveJo?ed ^^om ' 
Siom??; ^Jg^^f^c^nt contributions to jcnowledge!^Ind his , 
tL°s ranffo^^oih^J"^ itidependent research. ^Promot?on to 
tnis ranK tor other reasons rests upon proven abiliti^^Q 
and exceptional accomplishments. "Proven abilities 

* ?Se'lour^h"^e?rorh°: "^"'"'\'>' considered before 
earlie? if M^.-c service, but may be. considered 

^flcJf, " IS an exceptional case. The period of in- >■ 

tensive review is during the period of his fifth sixth - 
and seventh years. 6 ^ mtn, sixth, 

Hearing retirement ihay be consid- 
Vnlt^°l promotion to associate professor on the basis of 
longevity and general contributions to^ the Ujiivlrsity! 

D. Promotion to profeslor is based on schol-arly- nrofessionpi 
and creative achievement beyond that required fJ? the asso' 
ciate professorship. In scholarship or creative w^rV th^ 

. candidate should have, achieved prof^sLnlf'Jecog^rtion'Jn 
servfcJs he ^hon^^T^' ^^^^i^ff t^ative . alid professioJaJ 
services, he should have contributed markedly to the ad- 
vancement of the University. '*x^eaiy to tne ad- 




ases ^or Promotion 
. Effectiveness in Teaching 



II if/ecognized that an accurate assessment of quality 
of teaching IS very difficult. Excellence of teachi^e 

of ?hrcrUer?a anT^"^*^'^^^' moft'fmpo^Jfnt 
criteria and each Dean is charged with the rp«;nnn 

tne quality and effectiveness of the teaching done by 




each member of his faculty. This assessment is^^o be 
available in writing and should be discussed with. the 
facultV member prior to its becoming a part of his per- 
sonnelyfile. , 

2. Valuable Traits in Teaching 
a. Command of subject - 

K. Familiarity With advances in his field 

c. Ability to organize material and to present it wii:h 
force and logic 

d. XJapacity to awaken in students an awareness of the - 
relatiq^ of his subject to other fields of knowledge 

e. Grasp of general objectives 
^. Ability to vitalize learning 

g. Ability to arouse curiosity toward further and more * 
independent learning" 

h. Ability to stimulate advanced students to higher 
/^creative work 

i\^Maintaining a $uf f icj.ently high standard of achieve- 
ment ' V 

J. Fairness' and judgment in grading 

k. The extent and skill in the general guidance and 
advising of students and the contribution to stu- 
dent welfare • * 

3. Leadership and aehieyemen^,/*! the development of new 
ideas and teaching methods. 

B. Productive Research or Literary or Artistic Creation 

1. Productive research or creative work is not merely a 

> matter of quantity. The quality of such work is obvi- 
ously of far greater importance in evaluating the con- 
tribution of a faculty member in his field. The Dean 
is e?q)ected to base his recommendations upon an earnest 
effort to measure the quality Af the research and other 
creative production done by each member of the faculty. 

2. Publication in the following is valued according to its 
quality and significance scholarly books, textbooks, 

^ reviews, reports, articles in scholarly and professional 
journals, and participation in projects of scholarly 
interest. ' 

3. Distinguished creation receives consideration equiva- 
lent to distinction achieved in research. Public rec- 
ognition is valuable in these matters as it is reflected 
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in professional awards, the assignment of unusual tasks 
and commissions, the acceptance of the faculty member's 
work in permai;M»t collections or its publication in 
leading professional jaurnals , invitations to partici- 
pate^ in significant exhibitions and any other public 
honor on the local, national, or international stene. 

4. Demonstrated professional distinction is recognized as 
a criterion for promotion. Til areas such as music, 
theater, and dance, distinguisned performance is con- 
sidered. ^ . 

Service to the University and the Community 

1. Here are includ^ all activities other than teaching, 
research, ox creaj^ive work, which may be viewed as dis- 
tinQ,t contributions to the University or to the faculty 
member's field of learning, such as interest in student 
welfare (as evidenced by counseling and advisingl; ser- 
vice in 'department and University committees; partici- 
pation in the a,ctivities of state, national, and inter- 
national professional organizations; and civic contri- 
butions in the area of the faculty member's specializa- 
tion. 

♦ ■ • 

2. Recognition is given to faculty members who prove thenr^ 
selyes to be able administrators or who participate ( 

• effectively, and imaginatively in University governmelit 
or the formulation of departmental , divisional , and ^ 
University policies. 1 



) ■ 
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' Ji BASIC PROMOTION POLICY 

Qualifications for Rank 



An earned doctor's degree is the usual minimum academic Quali- 
fication to be consid|red in recommending persons^or ?he Jank of 

associate Irofessor, and assistant p-n>fessor. IS earaed 
master's degree is the^ugual minimum academic qualificaiion to 
^h^ci'*^"'* recommending persons for the rank of iS^JirtoJ? 
These degrees are not required, however, in cases where traininir 
and experience clearly indicate the person's ability to dS effec- 
tively the quality of work commensurate with the privilege Ind 
salary of the rank. All facutly members should a?JSe In tScept- 
°^ a4diti^nal training jit reasonable iS?e"al?. A^a 
matter of general poj^cy, persons under 45 should be encouraged 
and ^expected to secure the doctorate. uc cncuuragea . 

one rank to another shall not follow automa- 
tically when a faculty member^shall have raised his formal auali- 

^ase5'oS'ml;.r''/^%"^"""5?"*^ °^ ^ rank, b™ 42n be 

based^on merit and, made according to the procedure outlined in tL^ 
Statutes of the Board of Trustees. "•■■iinea in 

I ■ • . 

Proportions in Rank ' ^ , 

Although the distribution, of the faculty among the various 
ranks must be determined by many factors and cannot be the same 
at all times, it is desirable that the number of faculty members 

;?trjL°5-c?^-J^;^' ^H^^ approximately equal.. Consis?en? 
with the distribution of preparation and , experience which actually 
follows such a distribution of ranks and with the availability of ^ 
state funds to meet the additional costs of appointment to highe? 
ranks, the University will move gradually towS?d such a distribu 
b 1 On • 



Promotions 



It is^recognized that reaommendations for promotions, as well 
,^«n£°J»,i"- appointment andWrit increases, ultimatel^ depend 
upon the judgment of the admin-istrative officers concerned. In 
making such recommendations, administrative officers shall present 
evidence that the individual has, in ^addition to the usual fSrmal 
qualifications, meritorious qualifications in terms of one or more 
of the following criteria: 
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A. Effectiveness in teaching. 

B. Research and creative activity. 

(This includes productivity in areas such as art, speech, 
music etc.) ^ 

C. Other services to the University. 

(Examples of such services are: representing the Univer- 
' ^l^y^" ^ distinguished manner in concerts, speeches, or 
consultant work; editing professional journals; giving 
o|tstanding performance in councils, committees, etc.) 

It is understood that these criteria are not to be given equal 
weight m^the evaluation, but that the weighing will depend upon 
the nature of the work which is being done bv the person who is 
being evaluated. The following methods of evaluation are proposed: 

A. Effectiveness in Teaching. A ' 

It is recommended that each department select ffom 
the evaluation methods listed below those which the 
department desires to employ in evaluating the teach- 
ing ability and achievements of its members. After 
using such methods as the department selects, the 
results shall be forwarded by the chairman, with his 
recommendations, to the dean of his college or to the 
appropriate administrative officer, and thence through 
the regular administrative channels as provided in 
the By- t.aws and Statutes of the Board of Trus tees : 

1. Conference with colleagues in departineayt . 
2; Reports Qf chairman, dean, direttor, ext. 

3. Questionnaires filled out by graduating seniors . 

4. Student opinion polls. v 

5. Opinions of alumni obtained* through interviews 
or questionnaires. 

6. Interviews with students on graduating list. r 

7. Ratings made by administrative officers or com- 
mittees after regular systematic class visitation. 

8. Comparison of student standings on departmental 
examinations. ' ^ 

9. Comparison of student performance on pre- and 
post- tests . 

10. Study of activities in which students engage while 
taking course. 

11. Investigation of student activities subsequent to 
taking course. ^ 
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li. ExaminatiiQn of published materials bearing on 
teaching. 

13. Inspection of outlines, syllabi, and other mater- 
ials developed fox u?e in the course. 

14. Observation of discussions in committees, con- 
ferences, a^nd meetings bearing on teaching. 

15. Participati^p in local, regional, state, and 
national organizations concerned with teaching. 

Res ear clL^nd Creative Activity. 



Evidence of achievements in research and creative activ- 
ity should be presented to the appropriate department or 
office head by means of the personnel reports or in any 
other manner this officer shall determine. The evidence 
shall then be forwarded to the appropriate dean or admin- 
istrative head through the regular channels provided by 
the By - Laws and Statutes of the Board of Trustees . The 
services of consultants may be used whenever necessary to 
determine the worth of any production. 

C. Other Services to the University. 

Where such services are performed by persons who are 
assigned primarily to ^the departments or faculties the 
chairmen of the departments or faculties concerned shall 
be responsible for requesting the recommendations^ from 
the heads of the areas or divisions in which the services 
have been performed. Where the services are performed by 
persons not assigned primarily to departments or facul- 
ties, the recommendations should originate with the admin- 
istrative heads of the areas or divisions in which these 
services would ordinarily come. If there is doubt about 
the appropriate area or division concerned, then the rec- 
ommendations should originate in the office of the Presi- 
» dent o;i^ Vice President § Provost. 
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Policy on Promotion of Persons with Academic Rank Holding 
Non-Academic Assignments ' 

In addition to the usual procedure for academic promotion, 
the President may receive from other administrators recommenda- 
tions for ax:ademic promotion of any qualified persons in their 
organizations who already hold the ranks of instructor, assistant 
professor, or associate professor. After subjecting the recom- 
mendations to appropriate 'review, including any academic unit 
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involved, he shall either forward them to the Board o£ Trustees 
with his endorsement or return them to the initiating officer for 
future consideration. Any faculty member holding academic rank 
has- the right to equal consideration with other faculty members 
for promotion upon his merits regardless of the location or nature 
of his assignment. It is the function of the administrative of- 
ficers involved to implement this policy and of the President to 
see that its implementation is effective. 
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PROMOTION RECOMMENDATION 
R«vl8«d 6/1/73 
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SOUTHERN ILTiTNOIS UNIVERSITY 



Recent Picture 
approximately 




'^5 



Rank 

it recommended, for promotion to the rank of 



Academic Unit 



Chairman 



Date 



Dfian, Director, or Division Head 



Vice Presidenc & Provost 



President 



Date 



Date 



Date 
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I. Information on Candidate at Time of His ETnoloymenf! - 

• A, Date of Employment ■ ' 

B. Rank and Title 

C. Hi^hi|st Degree ; 



X. 

D. Special Qualifications: 



E. Experience in Other Higher Institutions: 



F. Nature of Initial Assignment: 
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>^*^^^"8eB Subsequent" to ET^p1QY m^>n^. 

A. Degrees. Completed: 

•-^ 

Univerelty " D«ree 
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r 

Date Confcfred 



/ 



1. Date 

2. Date 



B. Promotions Granted; 



From (rank) 
From (rank) 



to 
to 



C. Monthly Salary: (Salary for current year and 4 previous 
^971-72 1970-71 



1969-70 



1968-69 



years ) 
1967-68 



D. Nature of Present Assignment: (Include full academic year) 
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III. In Support of this Reconnend#tlon: 

A. Evidences o£ mounting excellence in assigned work during present rank- * 

/ . - . . ■ ' 

(Space 80 needed) 



B, Evidences of growing acceptance and statuff* in special field: 



(Space as needed) 



C. Other evidence of quality, effectiveness and professional coranitment 
as it relates to this recommendation: ' • 



(Space as needed) 
Cumulative summary of assignments: 



(Space as needed) 
E., Evidenceof student and other evaluations of teaching: 

♦ (Space as needed) 
Please supply supplementary material as It applies. 
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APPROVED SALARY RANGES 
FOR ACADEMIC RANKS 



The following ranges of monthly salaries for the several 
academic .ranks are applicable for 1972-73. They will also 
serve as gener^^l guides for recruitment for 1973-74. 



Tenure Gaining Ranks Minimum 

Professor $ 1,600 

Associate Professor l,2ffO 

Assistant Professor 900 

Instructor 750 

Non- Tenure Gaining R^ks 

s 

Assistant in 500 

Lecturer* 



Maximum 

$ 2,600 
2,100" 
1,700 
1,300 



1,000 



Althoi^gh academic officers are requested to work within 
these practical maxima and minima, it is understood the Vice- 
President 5 Provost offic^ may be petitioned to make exceptions 
(prior, of qourse, to the making of any commitments) The rea- 
son for the review of exceptio^ by the Vice President § Provost 
is that paying a substantial number of very high or very low 
salaries actually has the effect of creating new salary policies 
and should, therefore, be examined in the light of both past 
policy and present budgetary provisions. Requests for excep- 
tions (see form^ to these salary ranges should be made by the 
appropriate administrator to the Office of the Vice President 
§ Provost,' And must be approved in writing prior ,to the proffer- 
ing of a contract. 



* The Lecturer rank is used as a short-term appointment desig- \ 
nation for Someone who might be awarded one .of the professorial 
ranks were he to be employed on a continuing basis. An equiva- 
lency to one of the. ranks should be demonstrated for purposes 
of establishing appropriate salary (i.e. if tfeie lecturer^ s qual- 
if icatiowB. were equitable to those of an associate professor 
either in training or experience, or both, the range of $1,200 
to $2,100 would pertain.) Before a Lecturer can be considered 
for tenure he must normally be promoted to an academic tenure- 
gaining rank. _ 



APPROVED SALARY RANGES FOR ADMINISTRATIVE STAFF* 

* . . . ■ ^ • 

Title 



Program Director 
Project Director 
Coach 

Assistant Goach 
Assistant Director of 
• Admissions ^^^^StLords 
Coordinatoi 
Head 

Assistant 
Academic 
Editor 
Counselor 
Staff Assistant 
Assistant to — 




Monthly Base 


800 




2,000 


800 




L,600 


700 




1 , 800 


700 

* 




1,200 


800 




1„400 


800 




1,700 


1,200 




1,900 


80.0 




1,500 


700 




1,200 


1,200 




1,900 


800. 




1,700 


500 




1,200 



relates proportionately 
to salary level of posi 
tion it assists 



* Requests for deviations from the above ranges require the 
prior approval of the Vice President § Provost and should 
be submitted on Form, for Justification of Exceptions, 
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PAY RATES- FOR P^ART-TIME ACADEMIC STAFF 



The monthly salary l)ase for part-time staff should be with- 
in the same 'guidelines t^sed for full-time staff with similar' cre- 
dent i a Is. ,^^jrowever^_Joi^^ rate is 

, based on a fuli-ti m e teaching load oi lb - 16 hours; thus a S ' 
credit-ho ur course normally levels to a 201 appointment ; a 4 

^credit -hour course levels to a 25% appointment. '■ — ' 



■ I 

NOTE: These criteria do not apply to cooperating teadhers, 
applied music lecturers or personnel compensated on 
an hourly basis. 



FACULTY STATISTICAL REPORT 



Four times each year (by quarter) each member of the faculty 
and administrative staff is expected to submit a report which • 
relates activities to budget. It. is thus important that the 
Faculty Statistical Report be completed in detail with ^s much 
accuracy as possible. 



SOUTHEKN IlLiNOIS UNIVfiKSttY 
AT EOWAROSyillE 



STAFF IDENTIFICATION DATA 



FACULTY STATl 



REPORT 



♦instructions on back of last^age 



THIS iNFOnCnrnoFTis^^EOEO/^ 



RECT OR ADD MISSING^TA^WhERE NECESSARY IF YOU ARE BUOf.ETEO TO IWO OR MORE ACCOUNTS YOU WJU NErT> TO COK^i { Tl A 



ADMINISTRAriVE TITLE 



ACADEMIC RANK 


LAST NAME 


FIRST 


INITIAL 


SOCIAL "Security no 






9/74 



OEGBH 



uioc. CAMPUS oFPirr iocation room 



OFFICE PHONE 



THIS REPORT 



DEPARTMENT OR UNIT 



ACCOUNT NUMf! I» 



HOMrSUiFfcl *NDNUMHr»« 


HOME CITY AND STATE 


HOME PHONE 


SPOUSE S NAME 


Of ♦ 'f:i IIM i)U\ Y 













PROFESSIONAL ACTIVITIES 
OF STAFF MEMBER 



fl I ASE f STIMATE TO THE NEAREST HOU« THE NUMBER OF HOURS PER WEEK YOU SPfND IN EACH A,CTIV»TY l.STf p RH OW 'f 
ARf IN DOUBT ABOUT CATFC.ORI/ING AN ACTIVITY PlEASE RFFER TO THE REVEHSt^ SIDE OF Ti4f {AST SHEI ' OF TKi*", KJMri » » 
fHt DEFINITION OF EACH ACTIVITY IF SEVfRAl FUNCTIONS ARE tNCI UDED IN A SlNCl E ACHVIT^ *SE PROVIDE A OUll F DlSf;.' 
HON OF All OF THE ACTIVITIES OR FUNCTIONS WHICH ARE INCLUDEU IN YOUP TIME ESTIMATE 



hOUM'^: ni R WJ Fk 
TO A'.MtV'.. > 



» Ki'irrs'^iON^n 



I 1' AHO 

I OOl 



1 



( 27 .'»'» 



TCTA^ 
HOURS 



DIRECT TEACHING 



INDIRECT TEACHING 



INDIRECT TEACHING 



INDIRECT TEACHING 



INDIRECT TEACHING 



DEPARTMENTAL RESEARCH 



THESIS a DISSERTATION 
GUIDANCE 



CREATIVE ACTIVITIES 



ORGANIZED RESEARCH 



ORGANIZED RESEARCH 



ORGANIZED RESEARCH 



ORGANIZED RESEARCH 



INTRA-UNIVERSITY 
COMMIHEES 



/ 



OTHER COniMinEES 



ADMINISTRATION 



EXTENSION AND.. 
PUOLIC SERVICE 



NON-UNIVERSITY 
PROFESSIONAL ACTIVITIES 



SUMMARY 



f XPl ANATION on DPSCniPTION OF THE ACTIVITY WHERE NEEDEO 



PROJECT TITLE 
FUNDED By 



PRDJECT IITlE 
FUNDED' BV 



PRDJECT TITLE 
FUNDED BV 



INSURE ACCURACY AND TO ASSIST IN THE 
TAflULAIlOU OF DATA PLEASE ENTER IN THE 

.spafl on ihe left a summation of your 
hours worked per week for each depart- 
mfni ob unit to which you ar>= budgeted 
aftfr eniehinq your hours worked sum 
tmfManD verify their authenticity by sign- 
ing THIS REPORT ON THE LINE TO THE LEFT 



TO FISCAL OFFICER. 

PtEASE REVIEWy*HE PROFESSIONAL ACTIVITY pF 
TH^ ABOVE >*AJ^ED>ERSON AND TRANSLATE THE 
HOURS LISTED IN THE COLUMN ON THE LEFT INTO 
PERCENTAGES TO ASSlQNEO ACTIVITIES IN THE 
•CHM USE- COLUMN. THESE PERCENTAGES MUST 
EQUAL 100% FOR EACH DEPARTMENT OR UNIT TO 
WHICH THE ABOVE NAMED PERSON IS BUDGETED 
AFTER ASSIGNING. PLEASE SIGN THE REPORT ON 
THE LINE TO THE RIGHT 



KEY PUNCH use 



BV, 
14-17 



C% 
18-21 



DV. 

22-25 



EV. 

26-29 



FV. 

30-33 



G% 
34-37 



H% 
38-41 



1% 

42-45 




TOTAL 

PERCENTAGE 



SIGNATURE 



DATE. 



ill 



DISJC^UTION 

1 insmXional RESEAJ^Ch * 
STumjsV 

2 VICI ''mSlDENT 

3 SlJfOOL OF SIMILAR trtilT 
4. i^gPARTMENT '? 
5,ilSjyiVlOUAl 



COMMENTS: 




o 
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PURPOSE OF REPORT 



$otithern iilinois U^ersfty i3 dependent upon appropriations from the Stata Legtsiaturo for a major portion of Kt financiai support. W»lfi ^^^e 
raoid expansion and inbreased nacal nwda, the lliinois Board of Higher Education was created by. the iegistature to r«vlew budgets and progrnai^ 
Of the State Universities.* To help in this task the Board Iriltiattd a unit cojrt study to provide a more objectjyo basis for the alfocations of fundc. Thu 
results of this study serve as one basis for budgetary review. This f^aculty Sutistical Report was developed to Implement the cost study by collect- . 
ir>g necessary data concornlng the distribution o\ faculW service. These data also provide valuable Institutional managemerit resources for Southern 
illinots University. 

PEFtNITIONS OF PROFESSiONAL ACTIVITIES 

DIRECT TEACHING includes the time expended In duties normally associated with direct contact teaching of students In college credit classes. 
Sucn "normally associated'* duties as preparation for classes or labbratorlts. evaluation of student progress, supervision of student resenrch 
student practicum. thesis and dissertstion for studento officially enrolled for credit In the preswtt quarler, end conferences with students enrolled 
in Classes taught are inctuded in these sctlvltles. Also Includes teaching of extension classes for CoHege oredit Do 'not report here supervision ot 
thesis or other graduate student committee activities for students not specmcalty enroHed and asslaned to you Jn the present X|uarler. 

INDIRECT TEACHING Includes all assigned activities associated with the Instruction of college credit ttudftts^ other than direct contact teach* 
ing. Examples are: Supervision o( teaching by others, academic advisement, procurement and preparation of faboratory equipment and supplies, 
preparation of course outlines, paper grading for students enrolled with others, direction of extracurrlcutar •ctlyHt4s Including coaching of athletics 
debate, music or drama groups not spedflcaUy enrolled for course credit with you. remedial teaching. Instructloniil materials (ifeparatlon. mainte* 
nance of shop machinery or Instruments. Report Academic Advlsemef)t acthrttlesln this category. AH Indirect teaching acUyity should be allocated to 
the four levels of student classification. 

' . ■ ' ' ^ 

DEMRTMCNT^L RESEARCH includes all reeearoh acnvltiea carried on under the auspices of the department and supported by departmental funds 
Inthe form of salary and departmental service and supplies. Research for the specific purpose ,of preparing 'to teach a fiew course should be Inctud- 
^'^s an indirect teaching activity. 



THE 



ESISaIid DISSERTATION OUIDANGE Includes all those activities provided to Graduate Students not speclflcslly enrolled or assigned to you 
for the present quarter Report here the time uken to supervise thesls/disserutlons or other graduate student comirittee ectlvHIes for students not 
speclficatiy enroned in such classes and assigned to you In tlM pretent quarter. • « 

CREATIVE ACTIVITIES Include professional writing^ bH ecademte fleldaand those perfprmlhg end specialized activalee iMfmraily associated with 
Art and Music. * * 

ORGANIZED RESEARCH is research for which a epecnio eum of money has been set aside either fpr apoclffc pro}#ds or ee the budget for s sepsrete 

research agency. Organized research activities may be funded from a ''Research General Aooount,** "Organized. ReS(ti'rQfi Budgeted Account." "Co- 
operative Research Account." Private business or other non-state funds. 

iNTRA-tlNlVERSlTY COMMITTEES Includes all those committees outside the immediate depar|ment or unit which hcva been esUblMhed in response 
to institutional or campus needs. This categofV Includes school, college, campus or unWeraity administrative commttteeer faculty councils, and other 
planning groups. \ ■ * 7 




OTHER COMMITTEES Includes all those committee activities not classified as Intra-unhrerslty. Such committeee^ relate to governmental agenclee^ 

or inter-mstitutional coor^matlon are examples of Other Committee acthflties. Committee membershlp4«VDro^art6nalr-(janl2atlons should be Included 

as a non-umvers)ty professional activity. " T — 

ADMINISTRATION Includes the usual activities of general administrative offlcera and that of their assistants: the Ui.i»<j work of deans, director* and 
department or divrolon heads, and that of their assistants. It also Includes Departmental membership duties required of faculty members. All sab- 
batical leave time should be^feported under this activity. 

EXTENSION AND RJBUC SERVICE Includes assigned activities performed for off-campus or non-Unlveralty groups. Examples «re: Adult edu- 
cation, secondary and el ementary classes, contract training prograrhs, institutes, conferences, clinics, and sub-coll^^clMe-credH programs however 
sponsored. (2) Assigned communltv and ouslness consultant services, cliriical and educational services, servlcee fr r^ofeeslonal ahd special Interest 
groups (3) Assigned, printing, editing, publishing, news media aorvlces^ radio and television services, and (4) Oth''' dsslgned similar actlvHIes where 
elemenia of public icrvlce and relations Sr^ involved. Do not report activities for which compensation, beyond er.jroln: nent sAlary. la received. All 
non-assigned activities t>f this nature should be reported under non-Universlty Professional Activities. 

NON-UNIVERSITY MOFESSIONAL ACTIVITIES Includes non-as<lgnj# >activitles performt»d for off-camoua ar f.,^^>unhfefiltv Vrouni u/hich h>t>^ 
an Indirect relationship to the university. National professional organization activities should be Included in this catf--'ory. include those activities 
^jpwnush compensation is received if such activity is university j^e<t and the aervlce la Irregularty performed. 
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SALARY ADJUSTMENTS 



Annual Salary Review 



A thorough review of salaries must be made by department and 
faculty chairmen, or by comparable administrative officers, and by 

%f c ni f^^r!?^^ °? ^'^'^"^ spring salary reviei. 

As a result of this review, salaries are set for one year. Except 
for the most compelling reasons, "out -of -season" salary adjust- 
ments will not be approved by the Vice President § Provost. 

Ef fective Dates for Salary Increases 

New salary rates for continuing personnel hecomp effective 
on July 1, following Board approval . • 

New salary rates for term personnel become effective on 
July 1, following Board approval, if the necessary reappointment , 
forms have been processed. (New summer session papers are not 
required.) New salary rates for term personnel whose contracts 
extend beyond July 1 are effected only if a Change of Assignment 
IS processed. Since the new salary rate cannot be made retro- 
active. It IS necessary that the Change of Assignment indicating 
the new salary be submitted prior t"o July 5. 

Any 5alar^ increase not included and approved by the Boar4 
of Trustees on the annual salary increase lis€ effective July 1 
must be supported with a statement of justification before it 
cwi be processed. 
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POLICIES RELATED TO COMPENSATION FOR EXTRA SERVICES * 



COMPENSATION FOR EXTR^SERVICES 

Under date of December 1, 1971, the University ^nate, Faculty 
Welfare Council's policy on compensation for extra services .was 
adopted T)y the President. The adoption was subject to fhe development 
of guidelines. The guidelines as developed and approved by the 
President have^been endorsed by the Faculty Welfare CouhidH and the 
University Senate Executive Committee. V 

A restatement of the policy and the statement of guidelines are 
presented in the following material. 

FACULTY WELFARE COUNCIl"^ #i-70/71 ' — 

(Revised 9/30/71) December 1, 1971 Policy for Compensation 

for Extra Services in 
\. ^ Extending the Mission 

of the University 

In order to extend move effectively the mission of the University, the 
1 Faculty Welfare Council of the University' Senate recommends the establish- 
ment of the following policy regarding additional compensation for extra 
services: 

/ ■ ■ " • v.. 

1. Any activity for extra compensation shall be entered into by 

mutual agreement between the facultyi member and the appropriate 
administrators of the acade^iic units it)(^olved. While exceptions 
may be made according to the individual judgement of the 
appropriate administrator, these activities sh^ll ordinarily 
be limited to faculty members on continuing appointment. 

2. Compensation dhall be based upon contact hours and academic 

. rank in non-credit teaching, and on credit hours and academic 
rank in credit courses. 

3. No faculty member shall be assigned more tlvan one overload 
course, whether for credit or non-credit, in any academic year. 

3a. An overload is defined as being 'in excess of the 

t£fafehing and/or service loads described in Faculty * 
Welfare Council #1-70/71. . ^ \J 



*A)bademic Affairs Transactions #31, June 26, 1972 
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4. Extra compensation for teachigl credit courses on an overlcfad 
basis shall be limited to locations outside of designated 
University Attendance Centers (Edwardsville , Alton^and East 
St. Louis). 

5. For professional service at conference, occasional spot 
presentations, or University services to outside agencies: 

5a. Payment shall be negotiated between the faculty 

member and the appropriate Universit>s§djs/inistrator . 

^ 5b. Payment may be made to faculty members for services 

performed outside, but not within, the sponsoring 
unit (division, department, schoo^ , other). 

GUIDELINES AND PROCEDURES ^ 
FOR POLICY ON COMPENSATION FOR EXTRA SERVICES 

Persons' Eligible - . 

Persons holding f uU- time teaching appointments during the period 
of time covered by the extra services for extra compensation, alone are 
eligible to teach credit or non-credit courses on an overload basis. 

Persons "folding full-time faculty or faculty administrative 
appointments during the period of time covered by the extra service 
for extra compensation are eligible under section 5 of the policy 
covering conferences, occasional spot presentations or University 
services to outside agencies. 

. p 
Extra Services for Extra Compensation f 

Services performed over and above any and all/services covered 
in the recipient's cjirrent full-time contract and v^en such extra 
services will not in any manner compromise or adversely affect the 
_ performance of services covered by the recipient's current full-time 
contract. 

Non-Crfedit Hour Co urses Distinguished from Conferences. Occasional 
Spot Presentations and Services to Outside Agencies 

Non-credit hour courses have a rese^lance to credit hout courses 
in structure, program and time sequence /and usually, incorporate techniques 
for evaluating student progress and may 'include the giving of a certificate 
of accomplishment or completion. 

Conferences, occasional spot pre • ations and university services < 
to outside agencies are usually of short concentrated duration and usually 
are for purposes of informing, advising or sharing of information rather 
than Instructing. 
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Sponsorship (Section 5b of the Policy) 

For University State Funds, ^the unit dispersing such funds becomes 
the sponsoring unit. 

For all ather University funds, the external source from which the 
funds came, whether directly or Indirectly for the purpose for which 
'extra compensation is warranted, is considered to be the sponsoring "unit . 

Approvals for Extra Compensation for Extra Services 

Approvals for extra compensation for extra services will follow 
organizational channels with final approval resting with the functional 
area Vice President, or with the President for units not organizationally 
under any of the Vice Presidents. Approval must be obtained in advance 
of the service. 

Method of Payment ^ 

Extra compensation for credit and non-credit coursed will be paid 
as an addition to salary. 

■\ . 

Extra compensation for conferences, occasional spot presentations 
or Uxilverslty services to outside agencies will be paid on a contractual 
services basis. 

Rate of Pay 

Extra compensation for credit courses will have a maximum rat§ of pay 
of one months teaching salary (1). Other j^pates may be formulated by 
units so long as they do not exceed the mdxlmum. 

Extra compensation for non-credit cours'es will have a maximum rate of 
pay of one months teaching salary <1) for services corresponding to the 
extent of services for a cttdit course. A lesser extent of services would 
warrant a pArated decrease of one months salary. Other rates may be 
formulated by unites so long as they do not exceed the maxinium. " 

>- • ■ ■ . ' 

Extra compensation for conferences, occasional spot presentations 
or University services to outside agencies will not exceed a maxltnum of ' 
one months teaching (1) salary during a annual period beginning with the 
Fall Quarter and a maximum rate of $200 per Jay. The individual *s 
professional qualifications and the number of contact hours should be 
considered in determining the actual daily, rate of pay within the $200 
maximum. 

(1) The person '9 teaching salary exclusive of any administrative 
allowance. ' - 
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Maximum Overload ' / 

»»■ . • • / 

For teacRin^ credit and. non- credit? courses, the. maximum overload 
is one course during an annual period beginning with the Fall Quarter. 

For conference, occasional spot presentations, or Ufliveralty services 
to outside agencies, the maximum overload is 20 {lays, whether full days or 
partial days, during an annual period beginning with the Fall Quarter. 




Maximum overloa4 in a fiscal ye^r is limited to ei«ier a teaching 
overload or extra services under section 5 of the policy, but not bot^i. 

Other Types of textra Service . ' • 

Other types of ejctra services not specifically enumerated in the 
policy will be considered on an individu|l'^b9sis but will generally 
be considered to fall under section 5 ..of^ihe policy and therefore the 
guideline^pplicable to that section. 

^ . . „• . — • . _ 

Certification of ^Extra Service/for Extra Compensation . 

The following certification must appear on the forms 'submitted for 
payment of extra compensation (change of assignment form for salary 
payment or invoice voucher for contractual payment): "This extra 
service is over and above services required by the current budgeted 
contract. It will not affect performance under such contract." 

Exceptions . 

Limited exceptions to the guidelines may be warranted for special 
circumstances. Requests for exceptions require complete explanation 
and justification. ' ' . 

^ COMPENSATION TO FACULTY MEMBERS WHO ' ' 

^ OBTAJN AND CONDUCT SPONSORED PROJECTS 

^ppr^ed April 1, 1972, by the President 

Southern Illinois University at Edwardsville is genuinely Interested in 
encouraging faculty members to seek support from extramural agencies for 
projects which show promise of contributing to the excellence of the total 
University and that coincide with the University's objectives. 

Faculty members are encouraged and assisted in their efforts to obtain 
extramural funding for their projects. It must," however, b^ clearly under- 
stood that faculty members remain employees of the University even when they 
are paid from grant funds, and that they remain subject to All University 
policies. Awards normally are made to the University, not to individuals < 
and any agreement which a faculty member negotiates with ai^ agency is / • 
governed by University regulations. Specific guidelines ate listed below. 
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.1) The University permits" compensation from project funds to he 
negotiated at a rate ^ased on the salary paid to the faculty 
member by the University, In no case will an estimated salary , 
or a salary negotiated by the principal investigator with the 
agency determine the Individual* s actual salary. Employees 
being paid from grants and/or contracts are University employees ^ 
and salaries for these employees must be approved through regifla-r 
University procedures, 

. - ♦ 

2) Normally, the faculty member who receives salary support from 
any extramural agency will be reassigned and paid from the 
grant account for that portion of his time budgeted for in the 
grant, and will be released from University teaching duties 

In direct proportion to the percent of time allocated iri the 
grant a#ard. 

• ^ 

3) In unusual circumstances tlie University may allow extra pay 
for extra services if approvedJ^by the granting agency and 
appropriate University officials. Any overpayment agreement 
must §dhere to the extra compensation for extra services 
polity recoitnnended tiy^the University Senate and approved by 
the President, 
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INTERIM I^SLOCATI ON ALLOWANCE' 



' 1. The _University recognizes the need for providing a dislocation 
allowance to regular, full-time fa.culty under certain 'condi- 
tions. In order to. be^ eligible for such additional compensa- 
tion, a faculty member must: 

A., be teaching or be on other University assignment off -campus 

1; as part of regular, 'in-load assignment; 
Z. at- a distance of more than 150 miles' from Edwardsville; 
' and, • 
3. be engaged in such activity that he is required to be on. 
> location away from Edwardsville for more than two (2) 
, ' consecutive 'nights. 

IIj a mixittUnt payment of $250 will be negotiated as part of an 
overload payment and will be paid as supplement to income 
through regular payroll processes with all appropriate with- 
holding deductions. . • ' ■ ■ 

III. No faculty member may receive payment in any one year from 
the University Cincltiding overload and dislocation payments) 
of more than 13 months' salary. 



POLICY STATEMENT REGARDING PAYMENT TO FACULTY ' • 

' ? Effective Sejlembi0r 1, 1^74, all payments to faculty for any 
purpose with the exception of travel expenses wilf be effected by 
change of assignment and^payet4 through the normal payroll processes, 

, The maximum amo.unt^ which may be paid in .salary (exclusive of 
I travel reimbursement) in any one ?year may not exceed thirteen- 
* twelfths (13/12) -of monthly ^|)ase salary. 
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ACADEMIC TENURE 



Tenure Ranks 



an a.I^ interpreted as meaning permanent holding of 

an academic r^ anU position of employment subject to statutory 
limitations.' >enuTe\pp lies, only to a basic niie-mon?h appoJnJ- 

stSJf wiJh^?hrral\^ °^ teaching and research 

staff with the ranks ^f .professor, associate professor, as-sistant 

?Jp R'na^J'.^"^ ^"''i:?^'^?'' '^^^^ be eligible to attain tenure! 
The Board may, in addition give teniire to specific persons of 
the University organization^not included in the above-named groups 



Tenure Schedule 



Tenure shall be granted to faculty members according to the 
following schedule, except when ab-ridgement of the probationary 
period IS formally authorized. Years^served. in any rank shall 
apply toward tenure iij the next higher ranlc: .. 

1. A prbfessor shall have tenure nine mortths from the 
»,date or original appointment at this rank, unLess-he 

IS given a written statement that 'his appoilitftent 
will be terminated at the end of his second academic 
year of service. , ■ 

2. At tife end of a two-year probationary period an 
associate professor must be notified in writing • 
eith- that he has been given tenure or that his 
appointment will not be renewed at the end of the' 
third year. An associate professor who has served' 
previously as assistant professor at this Univ<i'r- • • 
sity shall have tenure from'tKe date of his origi- 
nal appointment to the rank of associate professor. / . 

3. Prior to the end of a four-year probationary per- 
iod an assistant professor mus^ bjB notified in « 
writing either that he has been gfven tenure or 
that his appointment will not be renewed at the ' ' 
end of the fifth year. 

4. An instructor normally shaU be appointed fot nc^ 
longer than one year. Such term appointment may 
be renewed annukl,ly. but if the instructor is not 

to be r^oappointed following his second or any sub- • ' 

sequent- ye ai' of ■ empj^oyment. he shall be given 

written notice not less than six months preceding ' 

the termination. Of his appointment . Prior to the ' / 



end of the fifth year of service the appointed 
must be notified in writing either that he will 
cLSr®" f??^^u st.ar*in« with his sixth year of 
service with the University^ or that his, term ' 
appointment will not be renewed beyond- the sixth 



year 



5. A lecturer is a^ faculty member in a temporary or 
• Jo^T^?^^'' ''^'^J and- shall normally be appointed 
^ for no longer than one academic year, and in no 
case longer than six years. The appointment may 
be renewed annually, bat if there is uncertainty v 
abo.ut reappomtment following hii second or any 
. • year of employment, he shall be given' 

written notice not less than six months preceding 
^to t^ination of^his appointment. Yea!rs of ser- 
vice at the rank of lecturer shall be applied to- 
ward tenure in one of- the four regular ranks (pro- 
fessor, ^associate, professor, assistant professor, 
and instructor) if later appointment to one of . 
thesa ranks is made, , but shall not lead to tenure 
m the rank of lecturer. Every attempt should be 
made to move. a lecturer into one of the professor 
. lal ranks prior to .the time of tenure decision if 
thre awarding of tenure is anticipated. ^ 

Annual Review • 

nriat^^,^??^L^^ responsibility of the head of each appro- 

.LT. A . annually the status of each member of 

J^L^ * ° ^^^^ suitable recommendatidns reagarding promo 
ii^c.^^'P-fw?"''^^^' ^^^^^ status, and tenure statSs for each 
VZITa r!^^" that unit. A yearly conference should be con- ^ 
fr flSfi^fcTr?-®^''^ faculty or staff member and hi|©chairman 
JL^f^r ^'^^^^y^ superior to discuss yearly goalsXd at- 
tempt to assess>hoW well they were met. A Written report of 
each couferenc^ >hould be available to serve as part of the 

fo?"?IS;r%'^°Snf?5e?a%'S ''^^'^^^^ - 

Procedure s for Making. Recommendations - • 

recomI«rtrff?[I!In<:°? following pages- are to be used in making 
5 6 academic tenure. Note that two forms arl 

Eio * J I ^ *° ^® t° recommend thaFTenuFFTje 

granted; Form B is to be used to^ recommend that tenure not" 
be granted and that the faculty member be notified thatlus 
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appointment will not be extenaed. One copy of the appropriate 
form must be submitted to the Office of the Vice President 8 
Provost. After consultation with the Dean of the Graduate 
School, the Vipe President § ProVbst will forward the recom- 
mendations to the Board of Trustees. '** 



•NOTE: 



Official information concerning teniuie can be found on 
page 31 of the By- Laws and Statutes of the Board of 
Trustees (as amended August io , 1^7lJ7 . — 
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- PORM A 

^ SOUTHERN ILLINOIS UNIVBRSm 
Bdwardsvllle 

RBC0»«NDAT10N CONOERNING IPNURE 
GeiMrel InlfoniMtion: 
Name 



DopftrCnHint or Faculty 



Data of Appolntwnt at S.I.U. 

Rank and Tit l a 

Hlfhaat Degrao ' 



Othar Spaclal Qyal^Lficationa: 



Tamira Oua 



_^Data:Con)rarrad 



\ 



Bxperianca at Othar Inatltutlona : 
Colvaralty » Yaar 



Poaltton 



Natur* o£ Fraaent Aaalgnacnt: 



Periunenc Tenure la recoaoendtd affective 



ChaicTiBan 



Dac« 



8*^ 
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an or Director 



Data 



U. Bw tollowtng filfofiMtloh !• Provided to Support Tht« 
Bvldonco of Effectiveness in Teeehingt 



B, Ivideneo of Ret««rch and Croative Activity: 



C; Other SeHrieet to the University: 
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IT 



D«p«raafint or Ftettit y 
0«t« 6^ ^polntMltie S.I.U. 



•nd Title 



Hl||i«ac 9«gr*a 



JTcnura Oua 



_D«t« Confcrrad 



EKp«rl«nc« «c Otiwr itnaeieuttotu: 
ynlvr«ltir ' . yr 



C PoBltton 



Mature af Psfaiiaat AMltnasnt: 



P«rmtii«nt tatmri^ iji net rtcoiaMindad. ' 

^>polat»nt 1^11 not b« r«MW«d «t 

tb|e tnd of th« eutrant y«ar. \ 
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MOVING EXPENSES 



In general, the University does not pay moving expenses - 
for new faculty members. However, to assist with recruitment, 
a Dean or Director may agree to pay from his unit's budget a 
portion of the moving costs for an individual appointee. When 
moving expenses are allowed, they should be for a person being 
appointed on a continuing basis to one of the three professorial 
ranks. .Ndrraally, the University does not pay more than one-half 
of the moving costs. The specific conditions regarding moving 
expenses should be shown on the appointment forms under "Other 
Conditions". 

When moving expenses are a part of the contract, the Dean 
or Director should send Moving Expense forms (see following 
page) to the prospective faculty member along with the appoint- 
ment papers so that the faculty member can make^ arrangements 
for moving. However, it is not necessary that the Moving Ex- 
pense forms be returned or processed with the appointment papers 

Asi soon as the new faculty member has made arrangements for 
his movt, he should return the Moving Expense forms to the Dean ' 
or Director, who will forward three copies to the Office of the 
Vice President Provost. 

As soon as the move has been completed, the. faculty member 
must forward a receipt or invoice to the Purchasing Office. 
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INSTRUCTIONS 



The individual moving is responsible for contracting for 
the move; however, these forms must be processed or the Univer- 
sity can neither reimburse the individual nor pay the moving 
company. It is also necessary to have a receipt or invoice. 
The following steps should be taken: 

1. The Dean or Director should complete lines 1, 2, and 3, 
and forward four copies to the new faculty member. 

2. The individual must complete lines 4 through 8, retain 
one copy, and return three copies to his Dean or Director 

3. The Dean or Director should indicate his approval and for 
ward to the Office of the Vice President § Provost. 

t 

4. At such time as the ihove^. has been made, the individual 
must forward a receipt qr invoice to the Pur.qhasing 
Office. ' (If the invoicel or receipt indicates that the 
full amount already iias been paid, the individual will 
be reimbursed. If the invoice or receipt indicates an 
ainpaid balance, the University will pay directly to the 
moving company that portion which- has been -indicated as 
the University's share.) 
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MCn^ING EXPENSE FORM 
SOUTHERN ILLINOIS UNIVERSITY 
EDWARDSVILLE 

(Please see reverse side of this form for Instructions.) 



Name 



2. Department 



> * . 

y 3. The University Is to pay one-half of the moving expenseii, up to a total cost 
to the University of $ ' , . * 



\4. Moving from: 




/ 



5. Movi^ to: 



X street) 




^ \ . - 




(City) 




(State) n 




(Street) 


(City) , 
for move: 




(State) 




(Name) 


(Stree^t) 


1 ' 







(State) 

7. Scheduled date of arrival: ' • 

» 

8. Faculty member desires *to: 

Pay. company In full and be reimbursed for University* iP^hare^of costs; 
. . or • ^ ^ . . 

I ) P«y comjMnjr, hlsogiare and have University pay its share diirectly to ^ 

moving company. ' 



RecotiSQaended" by 



(Dean. or Director) ' T (Date) 

Approved by 



(Vice> President and' Provost) (Date) 

ERIC ' - -55^ 



OFF -CAN«>US 'duty ASSIGNMENT 



t'though'not considered an official leave, a faculty member 
may Ke approved for off-campus duty at full salary for one or' 
mo^ quart'^rg-, A member of the facuUfy may find dt necessary to 
ccmduct research or other University -.related activities for an 
^extended period. Comparafble of f-campus afsignmeifts may apply 
to^other staff members. , ^ 

N^To reiquest an off-calnpus ^ssignmeat, a faculty member should 
complete the appropriate form and submit it to his chairmgji ^or 
equi^yalent adjninis tVativ^e officer fbr necessary action. Advance 
approval by the Dean or Director an*d the Vice - President. 5 Provost 
is required. ' \ ^ 

*Four copies of ^is form should be submitted to the Office' 
of the Vice President Provost./ After re\^iew by this office^ 
one copy of the form will be returned to'' the appropriate admin- 
istrative office^ sfiowin^ approval or disapproval. Such ,assign- 
ments, liJce other conditions o'f employment , are subje^ct to rati- 
fication by the Board of Trtxstees.' " 



\ 
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OUTSIDE EMPLOYMENT 



A full-time meipber of the University staff sliatl. noi,' dur- 
ing his period of, anpu^l service , engage in ^a- business . (includ- 
ing self -employment) or be employed for remuneration by agencies 
other than the University except with the approval of the Board 
of Trustees.* Application forms foK registering such outside 
employment may be secured':^f rom the deans or the^Off'ice of the. 
. Vice-President 5 Provost. Two copies .of this form ''should be 
. submitted to the' Office of irhe Vice President § Pro-vosf through 
, the aippropriate administrative offices/ . ^ 

An annual' revewal o£ approval for outside employment must 
be, secured, by the same process as the original approval. This 
annual re^pproval request should be submitted on July 1. 

. ' An annual report of results of outside employment is re- 
* quired; Forms will be senf to all faculty with, approved out- 
side empjoymen^t for completion and return by September 1 follow- 
ing eath year of^ outside^ employment. ^ . • 



\ 



* Self -employjuent does not include pejfrsonal resparth or publican 

tion but does. include .all other outside activities for whicf 
' remuneration is received. / ' " 



ERIC 
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APPROVAL ^PJpu^C'T FOR NON-UNIVEF^JITY rMV'..On!L>rr 
" , BY l^ULi. TIME FACULTY OR STAFF 
SOMTHERN JLLDIuIS 'JNiVTRSm AT y:DWAP.DS7TL!.E 
(To, be fi-Xied 'put in quadruplicate; 



Ex£^ 1 aaat ion: 



• ^ Ilu^'^it^ !^gvi:>tMl ftritutes . Chapter. IHU, Section 216 (Public Acit 76-13'^J, 
AppriLwed' September 16, 1969) requi1?es full time faculty memBers of state 

^ supported i-pist itut ions of higher education to obtain prior written anpro. 
of his University President (or desigi^^ for the performc.nce of outride 
rea^arch or .'consult ing services. The s^e. Act furthe^ requir^^s riuch 
facuUy menrbers to submit to the President an anni^^ ttatcmeut of tf**-, d 
of tJme actually spe'nj ' on such activities. ' 

While PA 7i5-13tf3 applies, only to full time, faculty and to c^itsid^ r>ese-/--n 
or con3u;.ting^services. Article VIII, Section. 3 (E) of tre Board of ' v.;,.^,.^^ , j 
Statutes (Internal Governance requires each ?Full time member «)f ths farr.'.ty 
or staff to, obtain approval of the President and Board of Trustees befoi i 
engaging in a regular business or being regularly employed for remunurat l.-n 
datsidfe the Universitv, ' - 



APPLICATION 



Title 



Check as appropridt^ 
Full time faculty 



•I 



Academic Division or AdmfnistratiVe Unit 



Non-faculty, full time staff 



This is a request for prior written approval- to^^ (check as appropriate): 

^ engage a's a full time fadulty m^ber- in research or consulting 

services outside of the Univeif»sity \ 



_ engage as a full time faculty or staff member in a regular 
^business outside the University ' > ' ^ 

_ a full time fac6ity or staff member -to be regularly employed 
for remuneration ,putside the. Universitv ' ' * ' 



I understand that .1 will be requested -t/ file an annual report of time actually 
.spent in thes§ activities 



ERIC 
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PROPOSED EMPLOYER : 

m ' 

Name of Employ er(s) 



L6cat^50n(s) at which research or consulting servicej^^ are to be performed: 

i ' 

1^ — ^ -4^ - . 

■ u' ' 

Description of proposed duties: 



^Estimated beginning date: 
Estimated ending date: 



Estimatec^ total researg]^ or consulting services tiye involved; 
Estimated total income to be derived: 



r 



This will in no way conflict with my. University duties. 



Signature . 

^ of Faculty-Staff Member 



If redommonded and approved, copies are to heosent tO; the individual 
concernerd^ his immediate superior, and the-Qffice of Institutional Research. 
If disapproved, all/cppies, of this request viU be returned to the faculty- 
staff member. * - . 



Recommended: 
Approved i' 



D^te: 
Date: 



L President or hi& designkte<f representative^ 



4^ 
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ANNUAL REPORT OF ACTUAL TIME ^PENT ON OUTSIDE 
EMPLOYMENT, RESEARCH, OR CONSULTING SERVICES 
' BY- FQLf ^TI^^E FACULTY OR STAFF MEMBER, 
SOUTHERN ILLINOIS UNIVERSITY AT EDWARDSVILLE 
(To be 6ompleted in triplicate) 



PleasQ indicate below" the actual time spejit for all approved non-Univei?sity 
"•employment arrangements of the preceding year (September 1 to August 31). 
lt\ tbSs repprt,' parts of days may be' accumulated and repbrt^d as "full day" 
(June or /August, whichever is appropriate); The actual time should be com- 
puted on the basis of the actual perfcrrmance of services excluding travel 
tim^and travel time status. 

* . ■■■ 

■ .^^^ , i_ "Appointment Period ^tovered: . , 



Name of Faculty or Staff .Member ' , From 

. \ ' 'To ■ 



Title' (including rank) >^ - . ^ 

Accjdemic .Division or Administrative l/^it 

.Date of Report - ^ 

X . ' • 

APPROVED ,O^UTS IDE. RESEARCH OR CONSULTING SERVICES: (if additional space is 
needed use supplemental form — numbering pages as l^f 2, 2 of 2, etc.)** 

Natur6 of Empl6yment(3) Empl^y^yCs) Dates Time in Days , 



11. 
2.. 



3. • J ^ 

0 ^ ^ — . T 



Tot^alT^ime spent^n olltyiafe^researC-h or consulting services: ' ^ 

day equivalents 

.Copies are to be sent tO; the President and the Office of Institutional 
^ Resea^rch; one copy' should be regained by the Faculty or Staff Member. 

Signature . ' 

of Faculty ©r.. Staff Member ~' \ ] 
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STATEMENT OF ECONpKiiC INTERESTS , 
TO BE FILED WITH THE SECRETARY ot STATE* 9/74 



.(name) * . 



'{office or position of employment for" which thi» itatement it filed) 



(addreM to which notification of an examination of this statement thotOd be sent) 



GENERAL DIRECTIONS , . . > 

The interest {if constructively controlled by the person making the statement) of a spouse or any other pmty, 
shall)}e considered to be the same as the-intereat of the penon making the statement Campaign receipts shall 
nolTbe included in this statement If additional space is needed, please attach supplemental listing. 

1. List.the name and instrument of ownership ix^ any entity doing business in the State of Illinois, in which 
the ownership interest held by iHk person atrthe date.of filing is in excess of $5,000 fair market value or from 
^hich dividends in excess of $1,200 were derived during the preceding calendar year. (In the case of real estate, 
location thereof sh^ll be listed by street address, or i£ none, then by legal description*) No time or demand 
deposit in a financial institution/jior any debt instrument need be listed. ' 

Business Entity . " Instrtmfient of Ownership ^ , . 



2. List'tho name, address and type of practice of any professional organisation in which the person making the 
statement was an oflicer^ director, associate, partner or proprietor or served in any advisory capacityi from 
which income in exce^ of $1,200 was derived during the preceding calendar year. 



Name 



, Address 



TjHPo of Practioe 




3. List the nature of professional scrvic«^rendercd (pthcr that) to the SthteoS Illinois) and the-nattJire of the 
entity to which they were rendered if fees exceeding $5lp00 were received during the preceding calendar year 
from the entity for professional services rendered by the person making the statement . * 



^ — ^ '■ s 

4. List the identity (including the address or legal description of real estate) of any capital asr^ct from which 
a capital gain jpf $5,000 or more was realized during the preceding calendar year* / 

IK ^ 



. . _^ ^ 



FRIC NOTE: This alatcment is to filed m the omce of the Secrctgy/tf State, Ethics Section, Index Division, 
UB^i StaU Hou^ Spripgfield, Illinois 62706. ^ J/U>t, ' 
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5. List the identity of |my compensated lobbyiit with whom. tli^ penon making the staterilent nudntuns a 9/74 
clo«e economic association, including the 'name of the lobbyist smd specifjdng the legislative matter or matters 
which are the object of the lobbying activity, and describing the genend type of economic tictivity of the dient 
or principal on whose behalf that penK>n is lobbying. ' ' 

LobbWst ' ^ Legislative Matter Clieat or Principal ^ 



b^ist 



6; Listetb^^Hiame^of any entity doing business in the State of Illinois from which income in excess of $1,200 wis 
deriyedjdunng the preceding calendar year other than for professional services and the title (xc description of 
any pQsitioa.Md in that entity. (In the case of real estate, lo<iatipn thereof shall be listed by.«treet afidr^eo, 
or if none, then Jby legal descriptionjO No time or demand deposit in a financial institution nor any debt in* 
strumeht need be ISst^. , " 

^ Entity Position Held 



7. List the name of any xmit of government which employed the person nu^ldng the statement during tha 
preceding*cal^dar year other than the unit of government in relation to which thej^erson is required to file. 



^ ■ 

8. List the name of any entity from which a gift or gifts, or honorariimi or honoraria, valued singly or in the 
aggregate in excess of $500, was received during the preceding calendar year. 



VERIFICATION 



"I declare that this statement of economio» interests (including any accompanying schedules aitd statements) 
has been examined by me and to the best of my knowledge and belief is a true, ^jjirrect and complete statement 
of my economic interests as requii^ by the Illinois GoverhmentaF Ethics Act. I understand that the penalty 
for willfully filing a false or incomplete stateAient shall be a fine not to exceed $1,000 or imprisonment in a 
penal iiistitution other than the penitentiary not to exceed one year, or both fine and' imprisonment" ^ 



(signature of person malcing the statement) (date) 

Subscribed to before me, thia ., : day of A.D. ift - 

• - . ' ■ 

(SEAL) 



NOTARY^BLIC 
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O ■ (date of filing) 



OUT-OF-STATE TRAVEL 



Academic personnel who expect to receive full or partial 
reimbursement from^the University for official travel outside 
\ the State of Illinois must secure advance approval for such 
travel from th^ appropriate administrative officer and from the ' 
Vice President 5 Provost. 

To request approval' ^nd support for out-of-state, or foreign 
travel, the individual should prepare the Request for Out-of- 
State or Foreign Travel form and submit three (3) copies t6 the 
Office of therVice Pres,ident § Provost, through the appropriate 
administrative offices. After review by the Vice President § 
Provost, one copy of the form will, be returned to the appropri- 
ate administrative officer showing approval or disapproval. 
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REQUEST FOR OUT-OF-STATE OR FOREIGN TRAVEL 
. Southtm Illinois University 

0 

Pursuant to sections 2.2 and 2.^ of Southern Illinois University travel regulations, advance approval 
must be secured for travel in excess of 50 miles beyond State of Illinois boundaries or for foreign travel. 



REQUEST FOR. 



PERIOD OF TRAVEL. 
DESTINATION 



PURPOSE. 



6ate. 



(Name of Vraveler) 
TO ^ 



ESTIMATED COST- TOTAL $. 
LODGING $ 



, irltLUDING TRANSPORTATION $. 



., MEALS $. 



., MISCELLANEOUS $. 



SOURCES 

OF FUNDS A. STATE ACCOUNT NO.. 



B. SERVICE ACCOUNT NO. 



C. AUXILIARY ENTERPRISE ACCOUNTS INCLUDING « 
^UnDED DEBT: ACCT. NO 1 

D. RESTRICTkD FUNDS IN'cLUDING STUDENT ACTIVITY- 
ACCOUNT NO '. ^ : 



E. AGENCY ACCOUNT NO. 

F. EXTERNAL TO SlU 

REQUEST INITIATED BY - 



.$_ 



(Traveler's Signature) 



(Approval of Fiscal Officer, Department Head, Dean, Director) 
ADDITIONAL APPROVAL FOR FOREIGN TRAVEL 



.DATE. 



DATE. 



(Approval of President, Vice-President, 
Chief of Board Staff) 

DISTRIBUTION: ORIGINAL (To accompany vouchw) ^ 
DUPLICATE (Travcltr'scopy) 

State of Illinois Fprm TA l 99 
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- RESIONATIONS . 

• - . f 

To terminate appointments with the University, individuals 
on continuing appointments must submit official notices of res- 
ignation. Such notices of resignation are to be processed at 
least three months prior to the effective date of resignation. 
A term appointee must submit a notice Qf resignation only if <.he 
resigns his position during the period of his appointment . In" 
such cases, it is necessary^that notices oTTiesi gnat ion be pro- 
cessed at least one month prior to the termination of employment. 

Copies of the approved resignation form are to be submitted 
to the Office of the Vice President's Provost through the appro- 
priate administrative offices. All information requested on the 
form must be provided including budget position and number . If 
desired, additional information may be presentedTTthe'r on the 
back of the form or in a covering letter. 




SOUTMErtN ILLINOIS UNWERSITY 
_: . CAMPUS 



FACULTY SEPARATION FORM 



Name of Faculty/Administrative Staff Member 
Date of Separation « . . 



School, Division or Office . 
Departmei^t or Faculty — 



Budget Position Number/i 



Date. 



Accoupt Number, 



Present Position: 

Rank 

Title : ; 



.Tenure . 



Salary . 



Date of Original Appointment . 



New Position: 

— Rank 

Title 



. Tenure . 
Salary - 

School . 



Reasons for separation (Check appropriate items): 



NOTE: The Chanctilor's Office encourages a personal inter* 
view at the time of separation. PImm call for an appointment. 



Con tracT expired _ 

*Load 

Rank ^ l 



Comment 



Retlrinfl . 



Salary. 



Facilities . 
Other 



Tenure. 



FORWARDING ADDRESS: 
Signed 



F i»c u I ly /Staff Mtmb«r's Stgnitura 



Accepted: 



Dmo'i or Dir*ctor'iSionatur« 



Oatt 



Accepted 



Chairmtn's Signatura 



Date 



Accepted : 



# -4 r\ <^ Chitf Acadtmic Offlctr'tSigntturt 

Originai Whito / Prasiotnt't Office Green / Dean or Oirecior X U i 

Voiiow ' Payroll Office Blue / Personnel Office ^ 

O dQei Office Whiie / Feculty/Staff Copy - h - 

F R I r"'^ ' Chancellor s Office 

£1^17 5 FOR INSTRUCTIONS, SEE J^EVERSE SIDE 



Date 



Date 



r. 



INSTRUCTIONS 

1. This form is to bt used for any faculty ffr administrativt suff member who is to be talcen 
. off the payroll. ^ 

2. Date 6f Separation: Unless otherwise stated, dfte^icated shpuld be th°e first day following the 
last day for which the employee is to be paid. 

3. Retirees: A change of assignment shouljj-^mpany the separation form for any person who is 
retiring siitce he still has status with the^nlwersity but on an inactive basis. 

4. If the faculty or administrative st|iff>ember is paid from more "than one account or if he has 
a line appomtmeot fn another Divi*io/or School, all fiscal officers must sign to indicate acceptance. 




1 
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RETIREMENT 



A "Handbook/of Information" concerning ^he State Univer- 
sities Retirement System is available from* th-e Personnel Office. 

-A-l though* September 1 following age 68 is the compulsory 
retirement date, it is possible for a person tx) retire prior 
to that date. If early retirement is desirabj.^, the faculty 
member should contact the Personnel Office- concerning' the bene- s 
fits to be aerifed, as Wrfll as .to complete the neclsssary forms ' 
for receiving retirement benefits,-^ ^ 



• If a person retires prior to mandatory age, a Change of 
Assignment should be prepared and processed through normal 
channels cohering exact date of retirement. 



V. 



/ 
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■ SABBAT I CA^LE AVE . \ 

Y lln recognit'jron of meritorious service, and in preparation 
for increased an^ cbntinuing professional contribution, continu- 
ing members of /he academic f acultyj may be eligible for sabbatical 
leave; A sabbaftical leave may be granted for a maximum of two 
quarters at f^ll salary or for a calendar year at one-half salary. 
If thje request is for one or two quarters, these quarters must 
fall within the regular academic year. 

Funds are not provided to replace a person on sabbatical. 
'In -each instance,' the unit is expected "to absorb the- work load. 
It is assuifted that any sabbatical application which carries the 
endorsement of theJpean or Director has been subjected ta a crir 
tioal review on both the programmatic validity and the financial 
feasibility of the sabbatical recommendation. 

Following a sabbatical leave, a faculty member must return 
to- Southern Illinois University for-^sUx quarters within a period 
of two years. He must submit a report on his sabbatical activities 
in writing within 90 days following his return to University duties 
•This material viH "^e used as part of the documentation available 
to review" for future sabbatical applications. 

■ . ♦ 

The policy governing eligibility for sabbatical lisave \is - 
outlined on the application form. Four copies of the Application 
for Sabbatical Leave form should be submitted through the appro- 
priate administrative offices to the Of f ice of • the Vice President 
and Provost. ^ 



• NOTE: A person who- is going on leave should check with the Per- 
sonnel Office to be sure that his fringe benefits will^be 
handled properly during his absence. Upon return from ' • / 
leave, it is to the individual's advantage to again check' 
with the Personnel Office to be sure that his fringe bene/- 
fit arrangements are satisfactory. /, 



0 
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Sonthern Dllnob Univentty 
APPUCATION FOR SABBATICAL LEAVE / ' 

th«r profcHional competence .nd add. to their utefulne« in . m,nner .pproVed by the PfSideni or tto chS r«H«n J^SS! 
Faculty shall become eligible for fuch Iciw at the end of five yi-ari of acrrico; auch IcaTO-mat not mnt!^ m mr.i 

«i:rci^^r.^^t's;a''.pKu:n s::.i"£'"^SA!;'Svi"^^ ^•"-"^ - 

S^'u to uk^£t°"''°^'' ^ P«-"»«'« \ "ho Ma«h 1 precedin, .he .cd«lc yoT during which th, 

^^""^ - - - -J - R-nk .........i -..„.._... Dip.rtn,ent ......._..'„ 

Period for which leave is requested: / ' ' 

Calendar year at half pay \ * , 

. Two quarters at full pay ^. 

^ (These quarters must fall within the academic *year"uaies^"a 'd^^^^ 

Ordinarily •ummer asaignments are not part of the boaic appointment period.) ^ prcvaili. 

Other _ 

"4 ** - : _ 

Purpose for which leave is requested (include place or school to be attended and dc«:ribe program of acUvity);^ 

Post doctoral study 

^ Graduate study ^ ^ : 

Re3<^rch or creative work ^ ^ 



Other 

bumraary of proposed program (atUch detailed statement) 



Amount of non> University income expected from gmnt^^, sdltoJirshipa, salary or other tourcca 
' Amount of travel and/or Uvl^^pchw. expected from granti^ scholanJiipi, other sources 



Number of years of service: , bates of same 

Highest degree already cambd Graduate crediU beyond bi^est degree 



(quarter bovn) 



Previous l^ves with or w^ogt pay (give dales) 



Signa^tire of Applicant m ' p^^' 

lx»4Vc recommended by ^. Date 

" (Chairman or Ilcail) . ^ 



- , Dale y 

(Dean or Director) 

Recommended to the Prcsidcnt'i Office by; . 4 fi,^ ^ jy^^ 



ERIC 



SICK LEAVE 



A faculty or administrative 'staff member becoming' ill is 
enti*tled to sick' leave of up to sixty (60) calendar days in any 
contract period of nine months ox' longer. The beginning date of 
his sick leave should be reported i^ writing to the Assistants 
Vice President for Personnel Administration to insure maximum 
protection for the individual facult^y member. 



SOUTHERN ILLINOIS UNIVERSITY AT EDWARDSVILLE 

Faculty-Administrative Staff Absence Request 



REQUEST PERMISSION TO BE OFF CAMPUS ON ' IN ORDER 

. DATE 

• ' . 

TO GO TO_J — \ , 1^ FOR THE PURPOSE n P- 

PLACE , OCCASION OF ABSENCE 

MY DUTIES WILL BE CARED FOR BY : ■ ' " \ ■ • 



NAME 



• DATE , SIGNATURE 



APPROVALS: *' ^ * ' 

Chai?Rian^Supervisor ■ . Data 



Dean or Director : ^ , . - Date__ ■ 

Instructions: ^ * • 

STAFF MEMBERS SHOULD SEND ABSENCE REQUESTS Td THEIR IMMEDIATE SUPERIOR AT LEAST ONE WEEK iN 
ADVANCE, EXCEPT FOR ILLNESS;. IN THIS CASE A REPORT WILL BE FILED IMMEDIATELY BY THE DEPARTMENT 
CHAIRMAN AiyD ALSO.BY THE STAFF MEMBER UPON RETURNING TO DUTY. APPROVALS OF REQUESTS CAN. BE 
ASSUMED UNLESS NOTICE IS GIVEN TO THE CONTRARY. 
0120-30 • • 



LEAVE ^WITHOUT PAY 

r * 



■ I 
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Only members of the faculty who are on continuing appoint - 
ment are normally eligible to receive 'a/leave of absence without 
pay. Any proposed exceptions must be ajccompanied by adequate 
justification. " • ■ 



pay, 



Appoixitments may not begin with a leave of absence Iwithout 



, The request for leave of absence without pay should be sub- 
mitted on the Change of Assignment form to the Office of the Vi'ce^ 
President § Provost through the appropriate administrative offices. 



VACATION ' 



'See Conditions of AppjDin,tment , pag-e 7 , numbers 4 and 5. 

/ Retiuests mast be submitted on Absence Request form and 
approved .in advance of the vacation time requested. 

Requests must be sjjbmitted for all persons" holding admin- 
istrative sfppointments . Requests will be submitted to the adm 
istrative officer to whom the individual normally , reports . 



^ 



ABSENCE REQUEST ^ 

FACULTY—ADMINISTRATIVE StA¥¥ SOUTHERN lUlNOIS UNIVKSITY 

I REQUEST PERMISSION TO BE OFF CAMPUS ON _J IN ORDER 

DATE *^ 



TO GO TO . FbR THE PURPOSE OF 

^^^^ OCCASION OF ABSENCE 

MY DUTIES Wni BE CARED FOR BY 

' NAME ' " 

DATE SIGNATURIE " 



APPROVALS: - .1^ ^ 

DEPARTMENT OR DIVISION HEAD . DATE . ^ 

DEAN OR DIRECTOR - - " ' DATE 

INSTRUaiONS: 

STAff MBMMm SHOUID SEND AUSENCB MEQUBS7S TO THE/H *A4ME0/ATC SUPBHIOH AT t£AST ONE WEEK 
IN ADVANCE. EXCEPT fO» lUNESS, IN tHIS CASE A HEfOUT WUi IE flUD IMMEDIAmv BY THE DEfAUT- 
A<ENT CHAPMAN AND AiSO $Y THE STAFf MEMiEH UPON HETUItNING TQ DUTf. APPnOVAlS Of HE- 
QUESTS CAN If ASSUMED UNLESS. NOTICE IS GIVEN TO THE C^NTHAHy. 



4925.2.041.27 
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• . ^ . ' CLARIFICATION OF VACATION POLICY^ 

\ . Th,e"!Universx^^ t>!:pes of contra<;ts for ijts faculty 

and adini|iistrative 'Staff; one is a 9-month academic fy ear appoint- 
ment aijdfall .others* are built on a# fiscal year conci^pt. Only' 
pe-rspns,*ft^pldiri| 1 2 -mdiith fiscal year contracts "on a >;i|ull-time 
basis ;^re|\eligxbie tQ accrue vacation time . . Persons holding ^ 
a^pSinl^ieik than 100$ dr for ^ess than 12 months' are 

not eligible for vacation "ben^ii^/undeY the existing policy. 
It is as^^yi^d-thtft aftyone warkinll^ than, 100^ or 1^ 
full-,f ime lor 12 months is cpmperts^tjed on the basis of the work 
contracted ifpr. ^ ^ ^ -r 

;!^11. ^holders of '^g-mpnth academic contracts are expected t^o 
rfulfill.3uch assignments as are givien'^tliiem within the terms of 
the .oontract with the^ understanding that , at such time as their 
"services Vare not directly required for the fulfilling of a speci- 
fic funct^ion (i.e; teachil^) , but as professijpnals ,:^^hey will' be 
engaged in the other -aspects of their profession, which will pro- 
vide a Toeans for mo-re effective teaching. - This means that although 
there is no formal vacation schedule for 9-month academic /faculty , 
t4iere will be intervals available (which should be planned jointly 
by the faculty member ajnd the department chairman or director), 
wheii the faculty member may be freed from, specific duties for 
certain periods of time.- . 



/ V 




VACATION POLICY 
'for, / 

TEMPORARY ADMlNIStRAT/vE ASSIGNMENT . " . 

.on - 

FISCAL YEAR BASIS . . . « • 

.A . ' - ' 

A temporarily appointed administrator who T is changed from 
academic to fiscal year^ppointmeiit for a specific ,;teTih is en- 
titled to vacation time' accrued during that period and should 
schedule the vacation during the period Of th^ temporary fiscal 
appointment. The formula for determining the numfeer of vacation 
days applicable to such a cpntract would be the number of months 
of the appointment times 1^67 days. 

* V 

1 .... 

• * ■ ■ 

• ) , ■ 
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July 29, 1974 



MEMO TO: 
FROM: . 
SUBJECT: 



The Faculty - 
Andrew J. Kdchman / 

Effects of the State Comptroller's Act upon 
the University payroll system. 



Effective July 1, 1974, the State of»Illinois Comptroller's Office 
shall write all payroll warrants for those members of 'the University who 
are beings paid with "State Funds". The University^shall at the present 
time continue to write payroll checks for those indivixluals who are beings 
paid from non-State funds* . 

This change in the method of warrant writing 'has been dictated by the 
State Comptroller's Act which became effective July 1^ 1974, and central- 
izes the warran^t writing procedure^ at the State level^f or State funds. 

The new procedures dictated by th6 State payroll system may.in spme 
instances affect your individual method of payment and it is only appro- 
priate that you be. made aware of the new procedure and the effects of the 
Act, At the present time the following items should be considered re- 
garding the new payroll procedure: " \ ' 



No Anticipated Change 



1. Payday remains the first day of the month. 

2. Direct bank deposit is available as before. 

3. Di;rect home mailing remains the same. 
4.. Earnings stubs remain the > same. . 

5. Deductions for retirement contributions and the various 
volikitary deductions will continue to be made in . 
accordance with your instructions on the payroll 
deduction authorization cards now on file with the 
^ Payroll Office. X ^ ; • 

Changes to the Present Payroll Procedure 

1. The University has received special permission to write one 
paycheck for those memb^ers who ate on a split appointment 
between State and non-State accounts until September 30, 1974. 

■ ■ ■ 111 



' The Faculty 
^Jtiiy 29, 1974 



Page 2 



After September 30,. 1974, these Individuals Shall receive two - 
checks, one written by the State and one written by the 
University. Since the University cannot combine both checks, 
there is a possiblljLty of an overdeduction or underdeduction 
iox tax purposes/ etc- 

^ * ♦ , ■ . ^ 

2. If an individual waa prorated last fiscal' year and not teaching 
during tshe Summer, Jie shall receive the regular prorated check. 

3. If an individual was prorated last fiscal year and teaching 

• during the Sumafer for a State account (after July 1, 1974), he 
shall receive » two' checks, one check for the prorated amount 
for the past fiscal year and one cl^ck for the Sximmer contract. 

* If the Slimmer contract is against ndS-State funds, his prbrated 

. ' check and Summer pay will be contained in one check. 

' ■ » , * .J * * 

4. 'The State at* the present time will allow the University to 

award cash payments for late contracts, changes /of £Lssignment, 
etc. on a trial basis. The University, however, has^ not received 
. a definition of the term "tftial basia!' and there is .an indication 
that the privilege of cash*payments will be eliminated within the 
foreseeable futfife. 




J 



1 




ft 
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Graduate - Student Employees 



\ ■ 



11 ^ 
1 o 



V 1 



This section covers those points that are policy insofar as 



it relates to the administration of 
assistantships at Edwardsville. 



graduate teaching and research 




Work Load 

A, Teaching Assistants 

A Teaching Assistant is expected to teach two classes 
or one class and not less than eight laboratory con 
tact hours per week or equivalent tutorial duties. If 
teaching two clashes, every effort should be m^de to 
assign two sections of the ^ame class so that one 
preparation is needed. 

' B, Research and Graduate Assistants 

maximum of twenty cloCk hours per week should be ' " 
assigned. / 



effort shall be made to 



Contractual Agreements 

Within budgetary considerations 

support Divisional requests for;summer employment'of "assis- 
tants^ . *^ 

Offi ce Space ^ 



is Recommended that within the limitations of space and 
equipment available, theVappropriate administrative officer 
shall provide suqfi facilities as appropriate to the duties 
assigned each assistant. / ^ 



Library Privileges 



Through a faculty supervisor, library privileges comparable 
to instructional responsibilities should be provided. 



Parking Privileges 



I 



Assistants should be eligible ftor blue parking decals and 
the parking privileges accorded this designation. 
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' Fees 

Fee Code 27 shall apply, which is the same fee assessment 

that is cha^rged faculty and staff. 

if 

Insurance 

: ■ r 

Health insurance at the student rate is available for grad 
uate assistants which is appreciably less than the faculty 
staff 

Sick Leave 



ty/ 

staff rate. 



Sick leave for graduate' students will be ai^ilable propor- 
tionate to the percentage of appointment. ¥or example, if 
a faculty member has 44 working days available' to him during 
any year, a half-time graduate student woul4 be eligible for 
22 working days of sick leave. 

Registration Privileges ^ 

In accordance witli previous policy in existeiiice, tgraduate 
assistants can register during the student Worker period. 
Only a statement, from the* appropriate administrative offi- 
cer is necessary to permit early regis tratibjri. 

/ I '■ 

Audio-Visual Privileges f 

Audio- visual services provided in the instructional process 
Q and available to graduate assistants. Clearance| for this 
should be provided by a faculty supervisor^ designated for 
such matters. 

Steno Pool Privileges ^ 

Secretarial and duplication services pertinent to teaching 
assistant's instructional responsibilities should be made 
available. Appropriate faculty supervision is assumed. 

Bookstore Discounts ^ 

Discounts are presently >being accorded graduate assistants 
in the same amount as to faculty and staff. 

Professional Meetings 

Each Division within its budgetary limitations should 
attempt to encourage attendance of graduate assistants 
at professional meetings. ' r 

y 
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Earch Division should exercis^ supervision of its gi^aduatje 
assistants. The responsibility for supervision sh3l^te--l^ 
clearly indicated. A formal progfram of in-service trlin- 
ing and orientation should be routinely car'ried out by 
each Division dealing with such matters as departmental " 
and divisional policies; teaching methods and procedures ; 
improvement of teaching competence; etc. Representation 
of this group on appropriate departmental and divisional 
governing or procedural bodies should be considered. 

Effort should \>e made to establish ^a campus-wjde body with 
representation from each appropriate unit to coordinate 
efforts from the standpoint of the above considerations. 
Wherever* possible , corisistency should be encouraged in' 
such areas as professional development, in-service train- 
ing/ teaching techniques, etc. 

Such a campus-wide body would be instrumental in developing 
certain guidelines pertaining to ^he total^program of grad- 
uate assistants, e.g. selection, "preparation, and supervision 



r 
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TITLES AND STIPEND RANGES- 

■ ■ ■ * J- : ' 



Preceiptor 



ERIC 



A graduate student, usually a candidate for the doctorate, 
who has demonstrated exceptional teaching ability and who has 
the potential to Become a siipprior college teacher. 

tA-^c Stipends for Preceptors will range, in'feneral, from $275- 
.$425 per month (1/2 time basis). As a general guide, a Preceptor 
sl^ould receive approximately $25 more per month than a Teaching • 
Assistant with comparable background. ^ * 

Teaching Assistant * ' 

• • 

A graduate student who is responsible for instruction and 
IS m direct contact with students in classrooms, seminars, and* 
laboratories. - 

. • " _ ' . . 

Stipends fox Teaching Assistants will range, in general, 
from $300-$400 per month (1/2 time basis) and will be based on 
training, experience, Und assignment.. As a general guide, a 
Teaching Assistant should receive $25 more per month than a 
Graduate Assistant of 'equal maturity. 

Graduate Assistant 

A graduate student who renders ah instructional or related 
service, but who does not, "teach" by direct contact in the class- 
room, iabdratory, etc. • ■ 

Stipends for Graduate Assi^stant will range, in general, 
from $250-1350 per month (1/2 time basis) and will be based on 
training, «perience, and assignment. In general, however, it 
IS expected that Graduate Assistants will receive about $25 less 
than Teaching Assistants. ° 

1st Y^ar Students 2nd Year Students 

Graduate Fellowships 250 300 

Teaching Assistantships 520-350 370-400 

Research Assistantships 2"0-3O0 320-350 

. Graduate Assistantships 270-300 320-350 
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■ — ^ — — y ■ ■ 

A gi'aauate student who renders 'a research s^ervice. 

Stiil|jids for Research Assistants will range frcrni $256-$300 
per month i(X/2 time basis) and, in general, Research Assistants 
will recoiVe compensation coftiparable -to Graduate Assistants of 
equal matiitity. 

Graduate fellowships ' ' 

' • ' ■;" V ^ 

Graduate fellowships are available in limited numbers.. Appl 
cation is made to the>appropriate phairmali and fellowships are 
awarded by the Graduate School. The stipend normally is $2,250, 
plus remission of tuition bpt ncit other fees. These awards carry 
no work requirement, an^ the st.udent n<>rmally carries at least 
12 hours Qf gradirate work. Students should be in a degree pro- 
gram, and those seeking a master's degree may hold a fellowship 
for no more than four (4) quarters./ Tellowships may be withdrawn 
wTiienever a student's average in graduate work falls below 4.0 
(5.00 = A). 




A^staiftship Appointment * , 
Smithidrn I^inois University at Edwardsville 

Code ^ 



Name 



Ust 



First 



Cjtizen?. 
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F6r Graduate School Use^Average 
- Citizenship Applied For? 

Home Address l • Teltf^hone ^ 

Contingent upon the prior ajaprovaf of the Graduate E)ean and the President of Southern Illinois University at Edwardsville, 
s^upon* admission tb the Gri^duate School and continued maintenance of good acaderfiic standing-ih an approved course load 
/each quarter, and upon apfSfi-oval of the Board of Trustees, yqu aretwreby offered,a term appointment under the follovk^ing' 

conditions: ^ , ' 



JOB CATEGORY 
TRifchlng,^sistant- 
-(efearch Assistant . 
Graduate Assistant . 



%of 
Time 


Full-Tipe^ 
Salary Dase 


|/ Actual Monthly 
Salary Payment 


, Unit or 
pepartment 


AcQOurft Number 
for Salar^Payment 













Supervisor's statement of specific duties anfjj responsibilities: 



} ■ 



Average number of hours to be worked each week 



*Z If other ttjan full periods named below, state beginning and terminal date (date following last work day): 

Fall, 19 — Spring, 19 — Winter, 19 — Summer, 19 Fiscal basis, 19 -_ Other 

3. Student's Present Status: (musfrbe completed for all contrj^cts) 
^.Q Undergraduate □ Admitted as Unclassified graduate 



□U dmitted to the Graduate School, Department of 

t^unno — . — quarter of 19 



z 



. , for 



. degree 



4. Previous EducMion: Degree . 

^ ■ 

(attach transcripts) 



Year 



c 



School 



5. Military Service: DateEntered. 
Highest Rank - 

6. Last Position Held 



_ Branch 
From 



'Date DisQharg^ 

Resent Status 



Position 



Years Held 



.To. 



Salary 



Place 



Professional 
Experience 



7. If related by blood or marriage to any mrimber of the Board of Trustees, please hate relatlonshlpi. 
I accept the position under these teritis end subject to stated continoencies: 



Signature of Student 



Social Security No. 



Date Signed 



Source of Funds: 
Approved by : 



Academic 0«an or Dirtctor Date 

Additional Approval: , i? 

(wharanMdid) ^ Data ^ 

Recommenda'tions for Appointment to Faculty-Administrative 
Staff: fV . ' 



Graduate Dean 
President. 



Date 
Date 



APPOINTMENT: Pursuant to Part 111, Article VIM, Section 
IC, of the Statutes of the Board of Trustees, you are hereby 
appointed to the above position pending ratification by the 
Board of Trustees. 

APPOl NTED, subject to ratification by the Board of Trustees 



Preijdant ^ Date 

APPOINTED, or President's appointment ratified, by action 



of the Board of Trustees on 



Dftb 



™^i3K jaht ■» Office 
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PAY SCHEDULE FOR GRADUATE' ASSISTANTS 

Gra.duate, assistants will belaid in t^ie .following manner: 

° 1/^2' month in September ^^\^^ 

1 month in October ' 
1 month in November ^ ^ 
/1/2 month in Dejcember • . . 

1 month in January, February, March, April, May and 
June 

Total: 9 months for a 9 -month contract 
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